UNIVERSITY OF SOUTHERN MINDANAO

COLLEGE OF BUSINESS, DEVELOPMENT ECONOMICS AND
MANAGEMENT

ACCOUNTANCY DEPARTMENT

AACCUPLEVEL1ACCREDITATION




ADMINISTRATION

S.1. The institution has an approved
and printed Student Handbook /Manual
containing policies and guideline on the
following aspects of student life;




\ BACHELOR OF SCIENCE IN
) MANAGEMENT ACCOUNTING

S.1.1. residence, course work, scholastic and graduation
requirements;




»

BACHELOR OF SCIENCE IN
MANAGEMENT ACCOUNTING -

Article
Article  138. Salary Retention or Deduction

137.

CHAPTER 33 - PERSONNEL SERVICES

Payment of Salaries, Wages and Allowances

CHAPTER 34 - PROCUREMENT AND REQUISITION
OF SUPPLIES AND MATERIALS

Article
Article
Article
Article
Article
Article

CHAPTER 35 - SALE AND DISPOSAL OF UNIVERSITY PROPERTY

Article
Article

138.
140.
141,
142.
143.
144,

145,

General Provision

Public Bidding/Electronic Procurement
Emergency Purchase

Negotiated Purchase

Bids and Awards Committee

Payment of Contract

General Provision

146. Disposal of Property
Article 147, Sale of Property

CHAPTER 36 - INFRASTRUCTURE CONTRACT

Article 148. Mode of Contracting

Article

149. Creation of PBAC

CHAPTER 37 - TRAVELLING EXPENSES

Article

150. General Provisions

CHAPTER 38 - INVESTMENTS

Article

151. General Provisions

CHAPTER 39 - UNIVERSITY PUBLICATIONS

Article

152. General Provisions

TITLE SEVEN - ADMINISTRATION OF PROPERTIES

CHAPTER 40 - CUSTODIANSHIP OF PROPERTY

Article

ADMINISTRATION

153. Persons Primarily and Second
Government Property

arily Accountable For

68

68

70
70
70
7
71

71
7

b

71

72

72

72

72

72

72

72

Article 154. Accountable Officer: Bond Requirement

Article 155. Insurance of Property
Article 156. Use of Government Movable Property
Article 157. Use and Operation of Government Motor Vehicles

CHAPTER 41 - BUILDINGS AND GROUNDS

Article 158. Names of Buildings and Other Structures
Article 159. Maintenance and Repair of Buildings and Other
Physical Structures
Article 160. Use of Buildings, Premises and Equipment
Article 161. Solicitation Within the University's Buildings and Grounds

CHAPTER 42 - RESPONSIBILITY FOR SUPPLIES
AND MATERIALS

Article 162. Recording and Inventories of Supplies, Materials
and Equipment

BOOK 1l
THE ACADEMIC AFFAIRS

TITLE EIGHT - ACADEMIC POLICIES
CHAPTER 43 - COVERAGE
Article 163. General Provisions

CHAPTER 44 - ACADEMIC CALENDAR, SCHEDULE
AND SIZE OF CLASSES

Article 164. Academic Calendar
Article 165. Schedule of Classes
Article 166. Class Size

CHAPTER 45 - DISMISSAL/SUSPENSION OF CLASSES
AND CHANGE OF SCHEDULE

Article 167. Dismissal of‘Classes
Article 168. Suspension of Classes
Article 189. Change of Schedule
CHAPTER 46 - ADMISSION AND REGISTRATION

Article 170. Entrance Requirements

xiii

73

73
74

74

74

75

75

75

76

76

76

76
78

77

78
78
78
78
78

78



aw

ENCE IN
N R

Article 171. Admission
Article 172. Registration
Article 173. Cross Registration

CHAPTER 47 — STUDENTS AND THEIR CLASSIFICATION

Article 174. Student Defined
Article 175 Classification of Students

CHAPTER 48 - STUDENT ACADEMIC LOAD

Article  176. Number of Hours Per Unit of Credit
Article  177. Normal Load of Students

CHAPTER 49 — CLASS ATTENDANCE

Article 178. General Provision
Article 17S. Rules on Attendance of Student

CHAPTER 50 - SCHOOL FEES

Article 180. General Provision
Article 181. Classification of School Fees
Article  182. Schedule of Allowable Refunds

CHAPTER 51 - CURRICULAR CHANGES

Article  183. Dropping of Subject

Article 184. Withdrawal from Program

Article  185. Substitution of Subjects

Article  186. Changing/Adding of Subjects

Article  187. Shifting of Course/Enforcing a New Curriculum
Article 188. Changing of Section

CHAPTER 52 - TRANSFER OF STUDENTS AND VALIDATION

OF SUBJECTS

Article 189. Transfer of Students
Article  190. Validation of Subjects

CHAPTER 53 - EXAMINATION AND GRADES

Article  191. Examination

Article 192, Grading System and Removal of Grades of "INC" and “4"

ADMINISTRATION

79

81

82

82
82

84

84
84

85

85
85

86
86
86
86

87

89

89
89

920

90
91

CHAPTER 54 - SCHOLARSHIPS, GRANTS-IN-AIDS AND SPECIAL

T T

S L T e

ENROLLMENT PRIVILEGES a4
Article  193. Scholarship Program 94
Article 194, Grants-In-Aid and Other Enroliment Previleges 95
CHAPTER 55 - RULES ON SCHOLASTIC DELINQUENCY
AND MAXIMUM RESIDENCE 95
Article 195. General Provision g5
Article 196. Rules on Scholastic Delinquency 95
Article 197. Rules on Maximum Residence 96
CHAPTER 56 - LEAVE OF ABSENCE AND HONORABLE
DISMISSAL 97
Article 198. Policies on Leave of Absence 97
g Article  199. Issuance of Honorable Dismissal 97
CHAPTER 57 - GRADUATION 98
Article  200. Graduation Requirements 98
Article 201. Graduation With Honors 99
Article  202. Commencement and Baccalaureate Exercises 100
Article 203. Conferment of Doctoral Degrees (Honoris Causa)
g and Other Honorary Titles 100
§ Article  204. Academic Costumes 100
BOOK IV
THE STUDENT CODE
5 TITLE NINE - STUDENT AFFAIRS 102
CHAPTER 58 - RIGHTS AND DUTIES OF STUDENTS 102
Article  205. Rights of Students 102
Article 206. Duties and Responsibilities of Students 103
CHAPTER 59 - STUDENT WELFARE SERVICES 103
Article 207. Guidance and Counseling 103
Article 208. Health Services 104
Article 209. Financial Aids 104
Article  210. Housing and Other Facilities 104

! R L

Xv




»

BACHELOR OF SCIENCE IN

MANAGEMENT ACCOUNTING

aw

BOOK IlI
THE ACADEMIC AFFAIRS

TITLE EIGHT
ACADEMIC POLICIES

CHAPTER 43
COVERAGE

Article 163. General Provisions

Sec. 1. The academic policies and guidelines prescribed in this Title shall principally
apply to the colleges and academic institutes of the University.

Sec. 2. Academic policies and guidelines governing the University Laboratory
School and the Integrated Laboratory School shall be consistent with the curriculars
and issuances promulgated by the Commission on Higher Education and Depariment
of Education, the applicable resolutions, rules and regulations adopted by the Board of
Regents, and-as far as practicable-the provisions of this Code.

CHAPTER 44
ACADEMIC CALENDAR, SCHEDULE,
AND SIZE OF CLASSES

Article 164. Academic Calendar

Sec. 1. The annual academic calendar shall be prepared in accordance with the
calendar issued by the Commission on Higher Education. The framework of the
academic calendar, including major activities of the University, shall be approved by
the Administrative Council and details thereof prepared by the Office of the Vice President
for Academic Affairs and other offices concerned.

Sec. 2. The Academic Year shall be divided into two semesters of at least 18
weeks each or 54 semester-hours, inclusive of registration and final examination periods.
A summer session of six weeks, a class work of which is equivalent to a class work in
one semester, shall follow the second semester.

Sec. 3. All colleges and other academic units of the University shall operate under
the semestral system. Unless otherwise provided, the first semester shall commence in
June, the second semester in November, and the summer session in April.

Sec. 4. In addition to the national and regional ones, the University shall observe
its Recognition Day every March 13" and its Foundation Anniversary every October 1*
of the year as legal holidays, subject to the compulsory attendance of all concerned
officials, faculty, non-teaching personnel and students of the University in all duly authorized
activities thereof. Graduation days in both the college and basic education levels shall
be treated as special working holidays.
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Sec. 5. Make up classes shall be held in lieu of class hours lost due to such
fortuitous events as typhoons and earthquakes; Provided, that similar make up schemes
shall be given to students concerned upon their return from athletic or other competitions,
as official delegates of the University.

Article 165. Schedule of Ciasses

Sec. 1. Schedule of classes shall be prepared by a Committee headed by the Vice
President for Academic Affairs, with the Director for Instruction, the Director of Student
Affairs, the University Registrar, and the Deans of academic programs, as members.

Sec. 2. All programs shall start classes on the first day of the academic term.

Sec. 3. Unless otherwise provided, classes shall be scheduled during regular
school hours at daytime and in consideration of available facilities and/or instructors.

Article 166, Class Size

Sec. 1. The standard class size in the tertiary level of the University shall be as
follows:

Number of Students/Class
Maximum

Curricular Level Minimum

(1) Graduate level
(a) Lecture class
(b) Laboratory class

25 students
25 students

10 students
10 students

(2) Undergraduate level
g (a) Lecture class
(b) Laboratory class
(Social)
(Technical)

15 students 50 students

45 students
25 students

15 students
15 students

Sec. 2. The minimum size to warrant the opening of a requested class for a particular
subject shall not be less than fifteen (15) students for the undergraduate level and ten
(10) students for the graduate level. Any deviation from the above standards shall be
subject to the approval of the duly constituted authorities of the University; Provided,
that the requesting student(s) shall pay the prescribed total amount of tuition and other
fees required for the purpose.

Sec. 3. No class shall be divided into sections for either of the following reasons:
(a) to suit the personal preference of the individual instructors in regard to time, place,
and monetary incentive; and (b) to enable the instructors to comply with the regulations
governing teaching load.

Sec. 4. The University reserves its right to limit its enrollment, if such limitation is
reasonably necessary.
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CHAPTER 45
DISMISSAL/SUSPENSION OF CLASSES
AND CHANGE OF SCHEDULE

Article 167. Dismissal of Classes

Sec. 1. Classes may be dismissed ten (10) minutes before the end of the period
to give ample time for students to transfer from one room or building to another.

Sec. 2. A class may be dismissed if, after the first fifteen (15) minutes, the instructor
has not yet entered the classroom. Should this happen, the students must be advised
to go to the University Learning Resource Center (ULRC) for library and/or research

work.

Sec. 3. Classes in a college shall not be dismissed by the Dean for any reason
other than those provided in the preceding two sections without authority from the Vice
President for Academic Affairs except in unusual cases for which a report shouid be
submitted to the said University official, giving the reasons for such action taken by the
Dean. Unless otherwise specified, dismissai of classes shall not include dismissal of
the faculty and other personnel of the unit.

Article 168. Suspension of Classes

Sec. 1. Classes in all levels shall be automatically suspended when Storm Signal
No. 3 is raised by the PAGASA,; for the elementary and high school levels, when Storm
Signal No. 2 is raised, without prejudice to the power of competent authorities to suspend
classes during calamities or when public safety requires.

Sec. 2. Classes may be suspended during an unscheduled University-wide activity
that requires the attendance of the faculty and/or students upon the order of the University
President, or his duly authorized representative.

Article 169. Change of Class Schedule

Sec. 1. No faculty member shall change the time of his class o any other time
than that officially scheduled except when expressly permitted by the Dean concerned
and confirmed by the Vice President for Academic Affairs.

Sec. 2. No faculty member shall meet his students for class or consultation purposes
in any unscheduled room or place except when expressly permitted by the Dean con-
cerned and confirmed by the Vice President for Academic Affairs..

CHAPTER 46
ADMISSION AND REGISTRATION

Article 170. Entrance Requirements

Sec. 1. The entrance requirements for each course in the University shall be as
prescribed by the faculty of the college offering the course, subject to the approval of
the University Academic Council and the confirmation of the Board of Regents.

78

ADMINISTRATION

Sec. 2. All applicants for admission mus! have complete and valid credentials
- and must meet all the prescribed admission requirements of the University and the
. course applied for.

Sec. 3. Every applicant for admission shall be required to pass a thorough physical,

I medical. and other health examinations, as may be deemed wise, to be conducted by

 the medical and dental units of the Universily Hospital. No person found to be with a
~ dangerous or contagious disease shall be admitted to the University.

Article 171. Admission

SeAc‘ 1. No student shall be denied admission to the University by reason of age,
sex, nationality, religious belief, political affiliation, socio-economic status, conviction,
or ideology.

Sec. 2. Graduates of duly recognized high schools may be admitted as freshmen
. into the University on the following bases: (a) their performance in the USM College
- Entrance Examination {USMICEE); (b) their weighted average in senior high school;
| and., (c) their compliance with other requirements prescribed by the colleges concerned
i and/or the University.

) Sec. 3._Admiued students must not have enrolled in any academic college
[® subject(s) prior to their enrolment as beginning freshmen; otherwise, they shall be
classified as transferees.

Sec. 4. Students enrolled in vocational courses or any other course(s) not leading
to a degree program shall be admitted as beginning freshmen.

_Sec. 5. Unless otherwise provided, no beginning freshman students shall be
admitted for enrolment during the second semester or summer term.

Sec. 6. Students from recognized institutions of high learning may be admitted
|_5 as transferees into the Universily on the following bases: (a) their performance in the
1 _USM College Entrance Examination (USMICEE); (b) their grade weighted average (GPA)
~ in all the courses taken outside the University; and (c) their compliance with other
entrance requirements prescribed by the colleges concerned and/or the University.

Sec. 7. Transfer students shall be admitted on probation basis until such time
. when they have validated or repeated all subjects taken outside the University which
are required for their courses; Provided, that their admission shall be subject to the
a\éai[abili\y of slots after all regular students of the University shall have already been
admitted.

Sec. 8. Only students who have enrolled in any course leading to a degree program
and who must not have any outstanding failure in any academic or non-academic
subject, including ROTC or its equivalent, shall be admitted as transferees; Provided,
lh?! the Official Transcripts of Records (OTR) of transfer students shall be submitted
Prior to their admission for the following semester: otherwise, their further enrolment in
the University will not be allowed.

Sec. 9._Transferees from other SUC (State Universities and Colleges) institutions
S_hall be admitted and treated as regular students, in accordance with the existing poli-
Cies of the University.
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Sec. 10. Rejoining students (those not enrolled during the preceding semester)
who secured clearance from the University must reapply for admission at the Office of
the University Registrar; Provided, that former students who have attended another
institution since attending the University shall be required to qualify on the same basig
as new transfer students.

Sec. 11. An applicant who has already earned a baccalaureate degree from the
University or from other recognized institutions of higher learning may be admitteq
without the necessity of qualifying in the USM College Entrance Examination (USMICEE):
Provided, that he meets all the other admission requirements prescribed by the college
in which he intends to enroll.

Sec. 12. Government employees seeking admission to the University-shall be
required to meet the conditions prescribed for enroliment by the college concerned ang
to submit the following documents: (a) Permit to study signed by the Head of the agency
or his authorized representative; and (b) Original copy of the Official Transcript of Records
(OTR) of the applicant.

Sec. 13. Students coming from foreign countries may be admitted to the University,
subject to the availability of slots; Provided, that they shall be required to meet all the
entrance requirements prescribed for the course applied for; and Provided, further, that
their admission shall be limited to special courses only.

Sec. 14. Foreign students must meet all the prescribed requirements of the
Department of Foreign Affairs (DFA) and the Bureau of Immigration and Deportation
(BID) and must submit a Certification of Proficiency in English, based on TOEFL scores
(for non-native speakers in English).

Sec. 15. Entering graduate students shall be required to take the qualifying
examination in the master’s degree program or in the doctoral degree program, as the
case may be, before they are admitted to any graduate program in the University.

Sec. 16. Only students who have graduated from the baccalaureate level with, at
least, an average rating of “2" or its equivalent shall be eligible for admission to the
master's degree program,

Sec. 17. Only students who are holders of a master's degree with, at least, an
average rating of “1.75" or its equivalent shall be eligible for admission to the doctoral
degree program.

Sec. 18. Students whose average ratings are below the entrance requirement
may be provisionally admitted to a non-degree status; Provided, that after the successful
completion of at least 18 academic units with an average rating of “2.0" in the master’s
degree program or at least 21 academic units with an average rating of “1.5" in the
doctoral degree program, they shall be permanently admitted to the degree status,
subject to the approval of the Dean. /

Sec. 19. Applicants to the master's degree program and doctoral degree program
shall be required to have the proper and corresponding undergraduate and graduate
academic backgrounds, respectively, to qualify for admission; Provided, that the satisfactory
completion of 18 academic units in the former and 21 academic units in the latter shall
be required for admission.
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Sec. 20. Every student shall, upon admission, sign the following pledge: “In
consideration of my adi ion to the University of Southem Mindanao and of the privileges
of my admission as a student of this institution, | hereb y promise and pledge to abide by
and comply with all the rules and regulations laid down by competent authorities of ithe
University and of the College in which | am enrolled.” Refusal to take the foregoing
pledge or violation of its terms shall be sufiicient cause for denial of admission or summary
dismissal of the student concerned.

Article 172. Registration

Sec. 1. Registration of students shall be only on the regular registration period
indicated in the academic calendar; Provided, that this may be extended for a grace
period of five (5) working days after the last day of the registration schedule, subject to
the approval of the Vice President for Academic Affairs and upon payment of fine for
late registration, as required.

Sec. 2. A student shall be d d officially registered in order to receive credit
for course work when he has paid his tuition and other scheol fees duly validated by the
Office of the University Registrar.

Sec. 3. Registration of a returning student shall be dependent on his previous
scholastic standing; Provided, that an admission slip, clearance, and a certified copy of
his Transcript of Records, among other things, shall be required as credentials for enrolment.

Sec. 4. A student shall not be allowed to enroll in more than one course at a time
during his stay in the University.

Sec. 5. The rules on sequencing of subjects in the curriculum of the course being
taken must be observed and followed in enrolment. Enrolling and attendance in a subject
without passing its prerequisite shall earn the student no'academic credit on the same.

Sec. 6. In meritorious cases, however, a student who has previously enrolled and
fully attended a course that is prerequisite to another may be allowed to enroll and
attend in the latter course for credit without having passed or earned credit for the
prerequisite course; Provided, that no permission shall be granted on waiver of
prerequisites except upon application by the student; and Provided, that the applica-
tion shall be accompanied by a certification from the student's instructor in the prereq-
uisite course that the student had fully attended said course; and Provided, furthermore, that
the application shall be accompanied by a certificution from the Director of Student Af-
fairs that the student’s failure to pass or earn credit in the prerequisite course was not due
to disciplinary action imposed upon him,

Sec. 7. The Dean of the College/Institute concerned shall be authorized to grant
the permission on waiver of prerequisite course/subject and shall act through a committze
created by the Dean, to include the College Secretary, among others, to decide on the
merit of the application. )

Sec. 8. The student who is granted permission mentioned in the two preceding
sections shall be required to enroll in the prerequisite course simultaneously with the
course to which the former is a prerequisite, or immediately in the next semester.

Sec. 9. Graduating students shall be allowed to take the prerequisite subject and
the higher subject simultaneously upon the approval of the Dean and confirmation of
the Vice President for Academic Affairs; Provided, that, if the student should fail in the
prerequisite subject. the higher subject shall not be gven credit.
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Article 173. Cross-Registration

Sec. 1. Cross enrollment may be allowed; Provided, that this shall be done within
the period of registration set forth by the Cffice of the University Registrar.

Sec. 2. No student shall be registered in any other college of the University without
the permission of the Dean of the college in which he is primarily enrolled.

Sec. 3. The total number of units of credit for which a student may register in two
or more colleges in the University shall not exceed the maximum allowed by the rules
on academic load.

S:c. 4. No student of ancther institution shall be admitted to cross-enroll in the
University withoul 2 written permit from the Dean or Registrar of his mother school. The
perm.i* shail state the lotal number of units for which the student is registered and the
subjects that he is authorized to cross-regi bject to the ilability of slots, in the
University.

Sec. 5. Studen.s enrclied in any curricular level in the University may be allowed
to cross-register in another institution; Provided, that the subjecls involved are not
offered in the University at the time, must have the same course description and number
of units in the institution sought to cross-enroll in, and must not be major courses; and
Provided, further, that there is an immediate need for the cross-registration to clear out
academic deficiencies, such as the case of graduating students.

Sec. 6. Cross-enrollment of subjects outside the University shall have the approval
of the Dean and authorized by the University Registrar for the subjects involved to be
given credits by the University; Provided, that no student shall be allowed to cross-
register in more than one school outside the University.

Sec. 7. Transfer credits shall be given to courses taken by a student in another
recognized institution on the recommendation of the autherized official in the other
schooel concerned, subject to the approval by the Dean of the college/institute concerned
in the Universily to which credits are transferred and the provisions of existing rules and
regulaiions of the University governing the same

Sec. 8. The University reserves (he right to deny admission to a student wha
seeks to cross-register in the instiiution.

CHAPTER 47
STUDENTS AND THEIR CLASSIFICATION

Article 174. Student Dafined

Sec. 1. Students are those who are enrolled in and wha are regularly attending an
educationz| institution of secondary or higher level or a person engaged in formal study
(Education Act of 1982).

Article 175. Classification of Students

Sec. 1. Students shall be classified generally as follows:
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1. A regulér student is one who is registered for formal academic credits and
who carries the full load for a given semester under the curriculum in w;’n‘ch heis
enrolled, including the cases of graduating students who may carry less than
the full load for purposes of completing the requirements of the curriculum )

2. i/-';rsl:'lr:ag:::r sﬁt:l.lulien; nfs one who is registered for formal credits but who carries
e oad for a given semester under I i i i
el der the curriculum in which he is

3 Qm?:gfef; student is one who comes from another institution where he started
racourse and who is now registered i i i ifyi
b skl g in the University after qualifying

4. A working student is one who is em i
< ployed on a full-t - isi
or outside the University. > NI RREUR——

5. A foreign student is one who comes from
V1 > another coun i
citizen of the Philippines SRERRLS BpoLs

6 Aspecial-course student is o @ who s regis i
< : i3 Oni egislered in short/opportunity cotirse(s
for a duratloq of six months or less. The work done by a special-cou?.;; 'slude(n:
sh?ll not be given a_ny credit; however, this will be reported either as “Satisfactory”
or "Unsalisfactory” after the end of the course.

Sec. 2. Students shall also be classified for curricular level placement as follows:

1. A freshiman (First) is a student who has not fini i
nished the prescribed subjects
z; first year nor has completed 25% of the total number of units required i{1 his
urse.

2 ophomore (Second) is a student who has complete IS first year course or
As pl d his first y
has finished 25%, but not more tha o the total number of units required
n 50%, of e

3 ; jrt::sioﬁr (T:;—;)Sg ; studeni who has completed the first two years of his course
nis| 6, but not more than 75%., of i i
St V7, of the total number of units required

4. :u::crg::r (Fm;‘rlh)ris a student who has completed the first three years of his
r um or has finished 75%, but not more than 859
units required in his course RS

5. A terminal (Fifth) Is a student who has com eted th r U
P the first fou years of his

curriculum or has finished 85% of the I ni ber of ir hi
total number of units required in his
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CHAPTER 48
STUDENT ACADEMIC LOAD

Article 176. Number of Hours Per Unit of Credit

€ec. 1. One unil of credit shall be at least 18 full hours of instruction per semester
in the form of lecture, discussion, seminar, tutorial, or equivalent fieldfiaboratory work
or any combination of these forms within a semester.

Sec. 2. The standard number of hours for every one unit of credit per class session
shall be as follows:

(1) Lecture class 1 hour
(2) Laboratory class 3 hours
2 hours

(3) Physical Education

Article 177. Normal Load of Students

Sec. 1. The normal academic load for undergraduate students per semester shall
not exceed 20 units, including laboratory work, unless otherwise prescribed: Provicl!eu.
that a graduating student with all subjects passing in the semester irrlrneldalely prepedang
his enrcliment may be allowed to carry a heavier load not exceeding 28 units per
semester, subject to the approval by authorities concerned, during the last two semesters
of his enrolment.

Sec. 2. During the summer term, a student may be allowed to register only in n!ne
(9) units, except for graduating students who shall be allowed a higher load not exceeding

12 units.

Sec. 3. Only graduating stud shall be all d to overload, subject to their
academic standing; Provided, that students who are scholastic delinquents shall not be
allowed to have any overload.

Sec. 4. The academic load of transfer students shall be limited only to those
subjects without prerequisites, until such time when these subjects shall have already

been validated or accredited.

Sec. 5. The maximum study load of regular students in the graduate level .r_,hall
not exceed 12 academic units per semester and six academic units per summer time:
Provided, that graduating students may be allowed to increase their study !oad to 15
academic units per semester and nine academic units per summer term, subject to the

approval of the Dean.

Sec. 8. The Vice President for Academic Affairs is empowered to limit the acadamic
load of students who are employed outside the University, whether on full-time or part-time
basis.

Sec. 7. No dent shall be all d to enroll in two academic programs at the
same time
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CHAPTER 49
CLASS ATTENDANCE

Article 178. General Provision

B Sec. 1. Attendance of students to classes shall be governed by the provisions of
this Code and the rules and regulations to be hereinafter adopted and/or promulgated
by the University.

Article 179. Rules on Attendance of Students

Sec. 1. The following rules on attendance shall apply to alf colleges, excluding the
National Service Training Program (NSTP), in the University:

1. Any student who, for unavoidable circumstances, is obliged to be absent frorm
class must obtain a written excuse from his Dean to be presented 10 the Instructor(s)
concemed not later than the second class session following the date of the student’s
return.

2. Whenever a studenl has been absent for three consecutive class meetings, a
report thereof shall be sent by the faculty member concerned to the Guidance
Counselor of the college. The Guidance Ceounselor shall call the student and
notify the parents, if necessary.

3. Anexcuse is for the time missed only. The student concemed shall be responsible
for all the lessons covered by the class during his absence and all work assigned
to be accomplished during such absence shall be made up by him to the
salisfaction of his instructor within a reasonable time.

4. A medical certificate must be secured from the University Hospital in case the
absence is due to illness Any iliness attended to elsewhere causing absences
from classes shall be reported to the University Hospital within three days after
the absences have been incurred. 4 medical certificate issued by another physician
must be attested by the Director of the Un.versity Hospital, or his duly authorized
representative.,

Sec . 2.When the number of hours lost by absence of a student reaches 20 per
cent of the hours of recitation, lecture, laboratory, or any other scheduled work in one
subject, he shall be dropped from the subject; Provided, that a faculty may prescribe a
longer attendance requirement to meet the special needs of the course.

Sec. 3. If the majority of the absences are excused, th= - iudent sn. not be given
a grade of 5" upon being thus dropped, but if the majority of the absences are not
excused, he shall be given a grade of 5 upon being thus dropped. Time lost by laie
enrollment shali be considered as time lost by absence.
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CHAPTER 50
SCHOOL FEES

Article 180. General Provision

ws and regulations, all student fees and other

Sec. 1. Subject to applicable la N

charges shall be fixed by the Board of Regents, upon the reco
Administrative Council.

Article 181. Classification of School Fees
Sec. 1. School fees shall be classified into:

1. Regular school fees, which include tuition and _feesl_charges_for medical-dental,
- athletic, diploma, library, laboratory and identification card;

Student fees, which include fees for student publication, stu‘den.t government,
" workbook, FFP-FAHP-FFPCC, and graduation fees for seniors;

ich include fines for late enroliment and other au!horized
ng of subjects, special service Afees
| transcript of records, certifications,

3. Administrative fees, whi ! g
fines, fees for changing, addmg or droppl
for validation/removal examinations, officia
and testing services; and,

Out-of-state fees, which are levied on foreign students who are qualified to
enroll in the University.

Article 182. Schedule of Allowable Refunds

Sec. 1. Students who have paid their tuition an:_j o{her fees and w?o:n::cteo
withdraw .their registraticn or are granted h9norable dismissal or leavidcur eaiss;ratior;
shall be entitled to a refund of their matriculation fees, except entrance a q

fees, in accordance with the following schedule:

' 100%
(1) Before opening of classes . 80‘}2
(2) Within one week from opening of classes ke
(3) Within the second up to fourth week from
opening of classes e il

(4) After the fourth week

Sec. 2. Inthe case of students who may be allowed in meritorious c:s:—lzsbteo cr:;?rl'n?ee;
oeni i the number of days sha
opening of classes and withdraw thereafter. N . :
:'fcl;: It’:lee a‘::tualgdate of registration and the refund of their matriculation fees shall also be

in accordance with the above schedule.
Sec. 3. In case of death of a student during the semester, all fees may be re-
funded if so requested by the family.

ADMINISTRATION

Sec. 4. Laboratory fees shall not be refunded after one week from the opening of
classes where voluntary change is made from one course to another. Refund of tuition
for a subject may be allowed in case of forced dropping of such subject for valid reason(s).

CHAPTER 51
CURRICULAR CHANGES

Article 183. Dropping of Subject

Sec. 1. Dropping of subjects shall be allowead, subject to the payment of corre-
sponding fees, by filling out the prescribed form: Provided, that this is done not later
than the last day before the start of the mid-term examinations. Unofficial dropping of
subject after the midterm shall earn the student a failing grade or “5".

Sec. 2. After the period prescribed in the preceding section, a student may be
allowed to drop a course only by reason of iliness, duly certified by a physician of the
University Hospital or any authorized official of the Department of Health, and other
valid or justifiable reasons such as transfer of residence or going abroad, etc.

Sec. 3. Any student who drops a course without the approval of his instructor, the
Dean, and the University Registrar, shall be given a failing grade or “5” and shall have
his registration privileges curtailed or entirely withdrawn.

Article 184. Withdrawal from Program

Sec. 1. Withdrawal of registration in the University may be allowed, Provided, that
a student who drops out entirely from his program before three-fourths of the total
number of hours prescribed for his course has elapsed, with valid reasons as those
enumerated in Section 2 of the preceding Articie, and with the approva! of his Dean and
the University Registrar, shail be ciassified as “WITHDRAWAL".

Sec. 2. A student who withdraws his registration shall be entitled to withdraw his
credentials submitted as requirements for enrollment and refunds of school fees, subject
to existing pertinent rules and regulations of the University.

Sec. 3. No withdrawal of registration shall be allowed after three-fourths of the
total number of hours prescribed for the course has already elapsed; Provided, that, if
a student withdraws after the specified period, his instructars may submit grades of “5"
for him if his class standing up to his withdrawal is below “3".

Article 185. Substitution of Subjects

Sec. 1. Substitution of subjects may be allowed and must b= sased on, at least,
one of the following factors:

1. When a student is pursuing a curriculum that has been s < »rseded by a new
nne and the substitution tends to bring the old curriculur. i line with the new;
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2. When a student needs a required subject not offered in the major department
and/or when a required subject is not offered, as scheduled; -
3. When there is conflict of hours between a required subject and another required

subject; ) _ )
4. Wh:zn the petition for substitution involves subjects allied to eact_l other apd with
the same number of units or greater than the units of the required subject; or
5. When a student is deficient in some disciplines and/or when he has shown

superior competence in one discipline.

Sec. 2. Substitution may be allowed in non-prescribed requir.emem of the course;
Srovided, that the subjects to be substituted have equal credit units.

Sec. 3. No substitution shall be allowed for a subject prescribed in a cunticulum in
which a student has failed, except when the subject is no Ionger offered; Provided, l_hat
‘he proposed substitution shall substantially cover the same subject matter as the required
subject.

Sec. 4. Any petition for substitution shall be recommended by the adviser and the
Zhairman of the department and approved by the Dean and concurred by thg Vice-
Sresident for Academic Affairs; Provided, that the University Registrar shall be notified of
the said substitution.

Article 186. Changing/Adding of Subjects

Sec. 1. Changing and/or adding of subjects shall be allowed, subject !c_v lhe
payment of corresponding fees, for valid reasons; Provided, that these are done within,
but not later than, the second week after regular class meetings have been held.

Sec. 2. The changing and/or adding of subjects shall be mad.e by filling oa_Ji the
prescribed form upon recommendation of the adviser to be ooneurred'm by the Chalm)an
of the department and finally approved by the Dean, or his duly authopzedA represgnlahve.
The “Changing/Adding” form shall be submitted to the Office of the University Registrar for

acknowledgment and record purposes.
Sec. 3. Subjects changed and/or added unofficially or without prior approval by
the Dean shall not be given credits.

Sec. 4. The total load carried by a student, including the additional subj_ed(s),
shall not exceed the maximum total load prescribed under the rules on academic load
or that which is prescribed for his curriculum year during the semester/term.

Article 187. Shifting of Course/Enforcing a New Curriculum

Sec. 1. Shifting from one course or major to another in the Univeu_'sity or from one
course or major from another institution of higher learning to the University shall be
allowed within certain limitations set forth by the University.

Sec. 2. A student may be allowed by his Dean to shift his course andlor_major |f
in the opinion of the Dean, he is not academically suited to the course/major he is
currently enrolled.

Sec. 3. A student shall apply for a shift of course and/or major to the Dean of ghe
college where he is getting out to be endorsed to the Dean of his new course/major,
who in turn shall approve the said application.
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Sec. 4. When a new curriculum is enforced, only new students or freshmen shall
be covered.

Sec. 5. A student shall follow the same curriculum that he started on within the
maximum length of time allowed for residence.

Sec. 6. If a student fails to finish a program under an old curriculum within the
prescribed maximum number of years of residence, he shall be required to fol'ow the
new curriculum.

Articie 188. Changing of Section

Sec. 1. Change of section shall be allowed upon request for valid reasons, subject
to the consent of the Instructor(s) concerned, approval of the Dean, and acknowledgment
of the University Registrar.

CHAPTER 52
TRANSFER OF STUDENTS AND VALIDATION OF SUBJECTS

Article 189. Transfer of Students

Sec. 1. Transfer of students from a recognized institution of higher learning to the
University shall be allowed, subject to the existing rules and regulations provided for
the purpose.

Sec. 2. A transfer student may not be allowed to enroll in subject(s) the
prerequisite(s) of which taken elsewhere hasfhave not yet been validated or repeated
in the University.

Article 190. Validation of Subjects

Sec. 1. A transfer student must validate all courses leading to a degree program
taken in his former institution for credit; Provided, that he shall not be allowed to validate
mere than 18 units per semester; and also Provided, that the subjects to be accredited
must not exceed 30 per cent of the total number of units prescribed in the curriculum,

Sec. 2. A transfer student must apply for validation within three semesters from
the date of his admission; Provided, that a third year transferee shall validate all transfer
credits within his first two semesters in the University, and also Provided, that a transfer
student who fails to validate within the prescribed period has to re-enroll the required
course(s).

Sec. 3. The provision of the preceding section to the contrary notwithstanding,
validation of subjects may be allowed in exceptional cases upon the recommendation
of the Dean and approval of the Vice President for Academic Affairs.

Sec. 4. A transfer student may apply for validation by filling out the prescribed
form for advancad credits corresponding to the subjects taken in another institution of
higher learning upon compliance of the following requirements: (a) prese-iztion of cre-
dentials showing that he has attended and passed in the courses fully = awa'ent to
those given by the University for which advanced credits are sought; and (b) passing
the validation test given for the purpose by the College concerned
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Sec. 5. A transfer student must take the validation examination for every subject
he would like to have accredited for advanced credits in any such regular periods for
validating examinations wilhout fees as: (a) within the first three \_n-eehs after the I‘.ast
day of registration for any term, as scheduled by the University Registrar; and (b) during
the final examinations in any term.

Sec. 6. Validating examinations may be conducted outside the prescribed periods,
but not beyond one year after admission to the University, upon payment ofa validat!on
fee per subject; Provided, that the prerequisite subjects shall be validated before taking
the advanced courses.

Sec. 7. Transferees with subjects taken from other institutions having ratings lower
than “2" shall be required to take the validation examination for said subjects; Provided,
that transferees from private institutions with courses not yet accredited by any accrediting
agency under the Federation of Accrediting Agencies of the Philippines (FAAP) shall
be required to undergo validation of subjects, as prescribed in the accreditation process.

Sec. 8. All subjects and units taken from any SUC-member school and FAAP-
accredited private school may be credited; Provided, thal these are prescribed in the
curriculum and Have the same course content and number of units as offered in the
University.

Sec. 9. If the number of units eamed outside the University is less than the prescribed
units for the course, the student transferee shall be required to enroll the course as
offered in the University.

Sec. 10. Only units earned by foreign students in the collegiate level shall be
given credit. Units earned in technical/vocational courses and in high school shall not

be ecredited toward a degree program.

Sec. 11. Graduates of non-education degrees from the University or-any SUC-
member/FAAP-accredited private schools, after teaching for two (2) years, may apply
for accreditation of Practice Teaching equivalent to six units of credit in education, upon
submission of a Service Record and a Certification from the Head of the School for, at
least, “Very Salisfactory” rating performance in teaching. This is accomplished by enrolling
and paying the required fees corresponding to the number of units involved.

Sec. 12. All academic units leading to the master's and doctoral degrees earned
in one Graduate School in consortium with the University shall be recognized and accredited.

CHAPTER 53
EXAMINATION AND GRADES

Article 191. Examination

Sec. 1. Examinations are integral components of instruction and shall be administered
by the Instructor for the purpose of evaluating student performance, subject to applicable
policies and regulations.

Sec. 2. An integrated schedule of the examinations shall be prepared by the
Office of the Vice President for Academic Affairs, upon consultation with the Deans of

the colleges.

an
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Sec. 3. The giving of any examination earlier i
; or later than the prescribed schedul
may be allowed upon written request, subject lo the recommendation of the Dl;:s
concerned and approval of the Vice President for Academic Affairs. "

Sec. 4. A student, verified to have not qualified in the US

Sec. . i to | M College Ent
Examination (USMICEE) nor paid his school fees during the enroliment gerior; r:::ﬁ
not be allowed to take the final examinations. '

Sec. 5. A student who executes a i i i i
t promissory note with waiver of right to
school leles bgfore the !'nrdlerm examinations shall not be allowed to takg the ﬁ:?;
examinations in any subjeq unless he pays all his obligations as promised and secure
his final ‘examination permit. No final examination permit shall be valid unless dul
countersigned by officials concerned. v

Sec. 6. A student given permission to sit | i i
n or attend a course in audit shall
allowed to take the final examinations for credit in said course. alinotbe

Sec. 7. A student advised to drop a course di i
. ] ue to unauthorized overload or for
not laking the prerequisite(s) thereof shall likewise not b o
examination in the said course. ¢ slowed 1o 1ake the final

Sec. 8. Consent of the Instructor conc
erned shall be needed befor
could take the final examination in a course where validation is sough]e ore @ student

Sec. 9. The Instructor and other Universit
) C T i y personnel concerned shall be ini
tratively liable for the infraction of any of the preceding six (6) seclions of this :3:’3:&

Article 192. Grading System and Removal of Grades of “INC" and “4"
Sec. 1. The academic performance of studen
q ts shall be evaluated and
the end of each term in accordance with the prescribed grading system. greced

) Sec. 2. The grading System shall be uniform, using number grades in multiples of
.25 ffom 11to 5, w-hgre “17 is the highest and "3 is the lowest passing grade. More
specifically, the grading system of the University shall be as follows:

Numerical Value % Equivalent Letter E Juivalent Description

1.00 99-100 A
198 e Excellent
1.50 93-95 A- Vi
1.75 90-92 ey Good
2.00 87-89 B A
e b4 oo bove Average
2.50 81-83 B-
2.75 78-80 fverage
3.00 75-77 c P
assed

;.gg 74 & below - Conditional Failure
II;IC - - Failed
o = - Incomplete

p - - Dropped
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Sec. 3. The Instructor shall be the sole authority to Jetermine and give the grades
o hls;:::dez‘.iévery faculty member shall submii his Report of Gr_ades as soon as
possible after the final examinations at the end of e_each term. A per}od nott’ e;::z:andmogf
five (5) working days shall be allo;-vid lgr ea::‘h ?%l:dne?r the checking and g g
t P i eport of Gr. S.
o .Jz;{;ir‘s;r!\g LZZ:::TS;ngr‘hgndlez several sections anq the interval between
the »fx;minations is less than five (5) w:)rking dzz?_{ I:‘i ;:.:1:'2 f:‘::r“l“l::‘ee :::2? :L S&aﬁs:
v i sections at the rate of one re|
:?c.)r:::g"ggsl;riod after each examination; Provided, that all Reports of G;ia?‘es r::zsl
be submitted not later than seven (7) days after the last day qf the examlnab;_sgs);n o
Sec. 6. A faculty member who fails to meet lhg deadline fonj lhehsud I.In .,
grades shall be reported to the appropriate authonhes_ in the University. Tl eWhe 'sﬁ e g\é
shall be entered in the personnel record of }he erring faculty men;bef;ens:
officially warned for the first offense anq reéprimanded for the second o : ﬁe ke
Sec. 7. Upon a duly subscribed written complaint filed by the L_vaerfs tyAcasc;! e
or Dean concerned with the USM President through the Vice Pfesnd_enlcor g
Affairs, and after a summary investigation cond'ucled _by l_he University - r:pmt:me e o
Personnel Discipline, a faculty member who, without jugllﬁaple t':ause,b aT :za 3 or‘{
found guilty of having failed for more than two consecutive times lc; sut 2;‘% b
time, shall be meted with any of the following penalt_les: (_a) Fine o ;10 i bl
salary per day for each day of delay; or (b) Suspensnon without paydonita p e
exceeding one semester, depending on the gravity of the offense or delinquency
M President. . '
respogzir‘\lat?yérbeieli? to the existing basic rules on tr_ie cor}du;t offadmlmrsl;:::;g
disciplinary investigation, the p«'icedure tu‘! tfht?'l sufg::'::::/] ;\\?:s)tr%a;l::r; Sb:;sis:d ew e
in the preceding section shall consist of the . (a. y sut > '
g?:mpllam'lp filed by l?1e University Registrar of the Dean conoemed_wlth 7upzomdnegm r;igcx
ments with the office of the USM President through the \ﬁce President for 3: ook
fairs. (b.) Written administrative charge by the USM President to the r_:-:-.r;;:_or;l iy
member, (c.) Written answer bylt)he re?pon?ei)'\l’:? g:x)) st‘;n?:g ;r:r?‘?:gz ‘:ﬂc’)i b “ys ne
varsi i nnel Discipline; (e.
:A;:nggrr;?l::l%e(‘f)f)‘ gzzgion by lhepUSM President which shall be final \arjud elxecuf;rg
without prejudice to the legal remedy availabie to the respondent under existing laws
regula;c:::.g‘ A student who has receiveora passing g::aderi; ;egiven course shall not be
ination for the purpose of improving his g A
auow?e:?;ﬂZ?;?:mw mem%er shall change any grade after the Re_;:‘or‘r:I oio Qﬂ;zede:;
has been filed with the Office of the Secretary of the College aqdior wit 1l t% gl
the University Registrar. In exceptional cases, as whe(e an error in computa ; r.e e
entry, or omission of names/grades has bgen oo‘mmmed. the In[s‘;teruc:‘or :11 é hagman
authority from the Vice President for Academic Affairs, through the Departm M Chare
and Dean of his college to make the necessary qhange and/or ret‘:tul"nc.‘-.mon.7r ?_ nqsha"
is granted, a copy of the indorsement aqthonznqg the change a_ndlor rgﬁgl ica |<: s
be forwarded to the Office of the University Registrar for recording and fi |rl|gfi p: bp: s
Provided, that in no case shall grades be changed and/or efrors lheﬂ:‘on rec! 'de'ce oy'f e
one (1) year after initial filing, nor shal! any change operate to the prejudi
sluderslléc. 11. No grade issued by a former faculty member, who at the tlm: of subsr::?l:iz
is no longer employed by the Unwersi!y_'shall be honored, except when the cau
sepaiation is death or permanent total incapacity.

ADMINISTRATION

R —

T e

e et e
—

————

Sec. 12. The grade of "INC” is given if a student, whose class standing throughout
the semester is PASSING, fails to take the final examination or fails to complete other
requirements for the course due toiliness or other valid reasons. In case the class standing
is not passing and the student fails to take the final examination for any reason, a grade
of “5" is given.
Sec. 13. Removal of the “INC" must be done within the prescribed time of one
academic year by passing an examination or meeting all the requirements for the course:
after which, the student shall be given a final grade based on his overall performance.
Petition to take a second examination to complete an “INC" shall not be granted
Sec. 14. Examination for removal of “INC" may be taken without fee during:
1. Regular examination periods; Provided, that the subject/course involved is
included in the schedule of examinations: and,

2. The regular removal examination period, i.e., within the third week after the
registration in each semester; Provided, that the examination is taken at the
time it is scheduled.

Sec. 15. Removal examinations may be taken at other times on recommendation
of the Chairman of the department concerned and approved by the Dean, upon payment
of an examination fee per subject. Students not in residence shall pay the registration
fee besides the examination fee in order to be entitled to take the removal examination.

“Sec. 16. Completion of “INC" shall be the sole responsibility of the student. Only

the Instructor who gave the “INC" could issue a completion grade. In justifiable cases,
however, another instructor handling the same subject as the one involved may conduct
the removal examination and issue the completion grade: Provided, that said Instructor
is duly authorized by the Dean concerned.

Sec. 17. Payment of a “Completion Fee" shall be required for students completing
the “INC” within the prescribed grace period.

Sec. 18. For unfinished thesis, a grade of “In Progress™ shall be given; Provided,
that when this is completed within one (1) year, a number grade shall be indicated in the
Report of Grades to be submitted to the Office of the University Registrar. If not completed
within the prescribed period, the course shall be re-enrolled accordingly.

Sec. 19. In case of 2 suspended student, completicn of thesis during the period of
suspension shall not be honored. Re-enroliment may be required later after the termination
of the suspension.

Sec. 20. A student who is allowed to take the final examination without presenting
a duly accomplished examination clearance shan be given a grade of "INC” in ail the
enrolled subjects involved and such shall be completed following the procedures for
completing “INC" only upon presentation of a duly accomplished final examination clearance.

Sec. 21. A grade of "4” means conditional failure. It may be made up for by
successful repetition of the course, or by passing a re-examination. If the student passes
the re-examination, he shall be given a grade of “3", but if he fails, a grade of “5".

Sec. 22. Only one re-examination shall be allowed to make up for a grade of "4"
which must be taken within one week after the submission of the Report of Grades to
the Office of the University Registrar. If a student does not remove the grade of "4"
within the prescribed time, he may earn credit for the course only by repeating and
passing it.

Sec. 23. A grade of "4~ given for the first semester work of a two-semester course
shall be converted to a grade of “3" if the student passes the second semester part of
the same course in the same academic year; if he fails, the grade of “4" which he
received for the first semester work shall be converted to a grade of 5"
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CHAPTER 54
SCHOLARSHIPS, GRANT-IN-AID,
AND SPECIAL ENROLLMENT PRIVILEGES

Article 193. Scholarship Program

Sec. 1. The University shall provide an academic scholarship program for deserving
students, subject to the availability of funds. The scholarship awards under the program
may be ciassified as follows: (a) entrance scholarship; and (b) institutional scholarship.

Sec. 2. Entrance scholarship. This scholarship award shall be enjoyed by: (a)
“valedictorians” and “salutatorians” of recognized public and private secondary schools;
and (2) USM-ULS graduates who obtained a grade point average (GPA) of 87.50 % or
better, categorized as follows:

1. Full entrance scholarship - awarded to a student who graduated “valedictorian”
in a class of, at least, 30 high school students and to a USM-ULS graduate who
obtained a grade point average (GPA) of 90% or better. The scholarship award
entities the holder to an exemption from payment of all school fees.

2. Half entrance scholarship - awarded to a student who graduated “salutatorian”
in a class of, at least, 30 high school students and to a USM-ULS graduate who
obtained a grade point average (GPA) of 87.50% - 89.99%. The award entitles
the holder to an exemption for payment of one-half of all school fees

Sec. 3. Honorific scholarship. This scholarship award may be categorized as foliows:

1. University Scholarship - awarded to an undergraduate student who obtained a
grade point average (GPA) of “1.50", or better, with no grade below “3.00", at
the end of the semester. This scholarship category entitles the holder to an
exemption from the payment of all school fees in the following semester.

2. College Scholarship - awarded to an undergraduate student who obtained a
grade point average (GPA) of *1.75” to *1.51,” with no grade below “3.00", at the end
of the semester. This scholarship category entitles the holder to an exemption
from the payment of one-half of all school fees.

Sec. 4. To qualify to any of the scholarships, the student must carry the normal
load prescribed in his curricular program for the semester.

Sec. 5. The scholar must be up-to-date with all the academic and non-academic
requirements and must have no grade of “INC” or below “3.00" in any academic or non-
academic subject.

Sec. 6. The academic scholarship shall only be for a period of one semester and
shall continue in succeeding semesters; Provided, that the student satisfies the
prescribed grade point average and other requirements.

Sec. 7. If a student is a recipient of two (2) or more scholarships, he shall be
required to choose only one, unless otherwise provided.
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Article 194. Grant-In-Aid and Other Enroliment Privileges

Sec. 1. The University shall provide grants-in-aid to deserving college students
belonging to the Cultural Communities. This privilege is rer ble every
Provided, that the grantee has passed all his subjects in the immediately preceding
smester. Recipients of the grant-in-aid are exempted from the payment of all school
fees.

Sec. 2. The following students shall be granted special enroliment privileges, as
approved by the Board of Regents:

1. Members of the USM Band, Combo, and Dance Troupe;
2. Dependent children of USM personnel who are, at least, on contractual status

of employment;

3. Legitimate children of USM employees who died while in the service of the
University;

4. Members of the USM varsity or athletes who have participated in, at least, the
MSCUAA or its equivalent;

5. Holders of educational benefits under the AFP-PD 557, BP 337, etc.;

6. President of the University Student Government (USG) during his term of office
as such; and

7. Other scholarship privileges, like the President Asinas Scholarship Award (PASA),

to be established by the University.

CHAPTER 55
RULES ON SCHOLASTIC DELIQUENCY
AND MAXIMUM RESIDENCE

Article 195, General Provision

Sec. 1. The University shall promulgate suitable and effective provisions governing
rules on scholastic delinquency and maximum residence for all levels in accordance
with the rules hereinafter set forth.

Article 196. Rules on Scholastic Delinquency

Sec. 1. Scholastic delinquencies shall be dealt with in accordance with the following

policy standards:

1. Waming. Any student who, at the end of the semester, obtains final grades
below "3" in 25 percent to 49 percent of the total number of academic units for
which he is registered shall receive a warning from the Dean to improve his
work. He shall be allowed to enroll a load of not more than 18 units in the
succeeding semester.

2. Probation. Any student who, at the end of the semester, obtains final grades
below “3” in 50 percent to 75 percent of the total number of academic units in
which he has final grades shall be placed on probation for the succeeding semester
and his load shall be limited only to 12 units. Probation may be removed by
passing with grades of “3" or better in more than 50 percent of the units in which
he has final grades in the succeeding semester.
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3. Debarred. Any student who, at the end of the semester, obtains final grades
below "3" in more than 75 percent of the total number of academic units in
which he receives final grades shall be advised to rest for one year. Any student
debarred for the second time under this rule shall not be eligible for readmission
to the University.

Sec. 2. Any student who has received two successive “warnings” shall be placed
on probation.

Sec. 3. Any student under probation status who again fails in 50% or more of the
total number of academic units for which he is enrolled shall be considered under
“debarred” status.

Sec. 4. Units earned by debarred students in other schools during the period of
their debarment shall not be credited. However, they may enroll in a non-degree program
in another institution, if desired

Sec. 5. No application for readmission of any debarred student shall be submitted
to the President for approval, without the favorable recommendation of the Dean
concerned and indorsement of the Vice President for Academic Affairs.

Article 197. Rules on Maximum Residence

Sec. 1. Residence shall be construed to mean the number of years or terms
required of a student to finish a course.

Sec. 2. An undergraduate student must finish the requirements of a course within
a period of actual residence equivalent to a maximum of one and one-half times the
normal length prescribed for the course. Otherwise, he shall not be allowed to register
further in that course.

Sec. 3. All requirements for the master's degree program shall be completed in
not more than five calendar years, including leaves. Meritorious cases, however, may
be given extensions not exceeding one year at a time. but in no case more thal five
calendar years, including leaves; Provided, that the student is required to take three
additional units of graduate courses for every year or fraction thereof extension.

Sec. 4. All requirements for the doctoral degree program shall be completed in
not more than six calendar years, including leaves, for those who start the program with
a master’'s degree in the same or similar field. If the master's degree is an unrelated
field, the time limit shall be eight years. Meritorious cases. however, may be given
extensions not exceeding one year at a time, but in no case more than eight calendar
years, including leaves; Provided, that the student is required to take three additional
units graduate courses for every year or fraction thereof extension.

Sec. 5. A student who passed the comprehensive examination but has exceeded
the S-year limit for the master's degree program and the 6-year or 8-year limit for the
doctoral degree program, may be given an extension of one year only to complete all
requirements after passing the comprehensive a second time.
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CHAPTER 56
LEAVE OF ABSENCE AND HONORABLE
DISMISSAL

Article 198. Policies on Leave of Absence

Sec. 1. Prolonged leave of absence shall require a written petition to the Dean,
stating the reason for which the leave is desired and specifying the period of the leave.
The leave should not exceed one year but may be renewed for, at ieast, another year.
When not taken two (2) successive years, the aggregate LOA should not exceed two
(2) years.

Sec. 2. A student who needs to go on leave of absence beyond the allowable
period of two years should be advised to apply for honorable dismissal without prejudice
to readmission.

Sec. 3. The college, through the Dean or his duly authorized representative, shall
inform the University Registrar and the parents/guardian of every student granted the
leave of absence about such leave, indicating the reasons for the same and the amount
of money refunded to the student.

Sec. 4. For a leave of absence to be availed of during the second half of the
semester, faculty members concerned shall be required to indicate the class standing
of the student (passing or failing) at the time of the application for leave. No application
for leave of absence shall be approved without the class standing being indicated by
the instructors concerned. This, however, should not appear in the official Report of
Grades

Sec. 5. No leave of absence shall be granted during the semester within two
weeks before the last day of classes. If the inability of the student to continue his classes
is for reason of health or similar justifiable causes, his absence during this period shall
be considered excused. In such cases, the student shall be required to apply for excuse
for his absence and to present the excuse slip to the faculty members concerned.

Sec. 6. Students who withdraw from a college without formal leave of absence
shall have their registration privilege curtailed and entirely withdrawn. A student who
stops for one or more semesters but fails to apply for leave of absence shall be required
to reapply for admission if he wishes to continue his studies in the University.

Article 199. Issuance of Honorable Dismissal

Sec. 1. A student in good standing who desires to serve his connection with the
University shal! present a written petition to this effect to the University Registrar, signed
by his parents or guardian. If the petition is granted, the student shall be given honorable
dismissal.

Sec. 2. Generally, honorable dismissal is voluntary withdrawal from the University
with consent of the University Registrar or his duly authorized representative. All
indebtedness to the University must be settled before a statement of honorable dismissal
shall be issued. The stat it shall indi that the student withdrew in good standing
as far as character and conduct are concerned. If thé student has been dropped from
the rolls on account of poor scholarship, a statement to that effect may be added to the
honorable dismissal.
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Sec. 3. A student who leaves the Universit i i
C ent w y for reason of suspension, dropping,
zr expulsnon»due to dISCIPllnaf)r action shall not be entitied to honorable dismissal. Should
e be permrued_ to receive his transcript of record or the certification of his academic
:tgaatli.lnss 'tnhti::e University, it shall contain an statement of the disciplinary action rendered

CHAPTER 57
GRADUATION

Article 200. Graduation Requirements

Sec. 1. A graduating student must file a formal application i i
radu: as candidate for graduation,
:.:,ﬁnaexgn;ner:l |.n his lz-:st semester, with the office of the Dean of his oovlege'gProvided
i or late application for graduation shall i v '
Board of Regente. g all be imposed, as approved by the

Sec. 2. No student shall be recommended for i i
: ) graduation uniess he ha
all academic and other requirements prescribed for graduation. i

Sec. 3. During the first three weeks after th i i
_ I e opening of classes in each semester,
e?_ch Dfean or his duly aulhorged representative shall certify to the University Registrar
alist of c:anqndale_s for gradu;uon atthe next commencement. The University Registrar,
'n consultation with the Chairmen of departments concerned, in the case of students

qualify him to be a candidate for graduation.

Sec. 4. If there should be any question regardin a candidate, his nam
q g g didate, his na e shall
not be deleted from the list of candidates for raduation, bu
g 1{ . but footnotes to that effect

Sec. 5. Ten weeks before the end of a seme i i i
’ ; € ster, the University Registrar shall
oublish a complete list of duly qualified candidates for graduation for that sgemesler.

- Sec.ds. All candidi_lles for graduation must have their deficiencies made up and
Eir records cleared, with the exception of their currently enrolled subjects, not later
han five weeks before the end of their last semester. '

om !S|ec. 7. No student shall be allowed to graduate from the University unless he has
'ahi p":‘ : led at least 50 per cent of l_he total number of units required in the program in
ch he is enrolled Immediately prior to graduation. However, the University Academic

Z:;r:;il has the discration to determine a higher number of transfer credits for the

Sec. 8. A pre-academic council meeting shall be conducted le assess, evaluate,

nd approve candidates for graduation in th 1l i i P 2
ouncil meeting. © college prior to the University Academic

Sec. 9. No student shall be graduated from the University unless his name is

Jproved as a candidate for graduation b t i i i il
1 o AR S T Y the University Academic Council and confirmed

Sec. 10. No student shall be issued his certificate, diploma, or Transcript of Records
unless he has paid the required graduation fees and other legal fees within the specified
period set by the University Registrar. Such a student may, however, upon his request
and payment of the necessary fees, be given a certified copy of his credentials without
specifying his completion of the requirements toward any title or degree.

Article 201. Graduation with Honors
Sec. 1. Students who complete their courses with the following range of weighted

average, computed to the second decimal places without rounding off the final grades,
shall be graduated with honors:

Summa Cum Laude 100-124
Magna Cum Laude 1.25- 149
Cum Laude 1.50-1.75

Provided, that only final grades shall be considered and that the grades in all
academic subjects prescribed in the curriculum shall be included in the computation of
the final average; also Provided, that the candidates for graduation with honors should
not have any grade lower than “3" and/or unremoved “INC” in any academic or non-
academic subject whether prescribed or not in his curriculum taken in the University, or
in any other educational institution; and Provided, further, that students who are candidates
for graduation with honors must not have repeated a subject in another school.

Sec. 2. For students who are candidates for graduation with honors in courses
with prescribed length of less than four years, the English equivalent: “With Highest
Honors”, “With High Honors”, and "With Honors", respectively, shall be used: Provided,
that all students who are candidates for graduation with honors must not have been
charged and found guilty of any violation of existing University rules which is punishable
by, at least, one-week suspension.

Sec. 3. Students who are candidates for graduation with honors must have
completed in the University, at least, 75 per cent of the total number of academic units
required for graduation and must have been in residence for, at least, two years immediately
prior to graduation. i

Sec. 4. Students who are candidates for graduation with honors must have taken,
during each semester, the normal load prescribed in the curriculum for each semester;
Provided, that they should be able to finish their courses within the period prescribed
for the same. Iri case where such normal load is less than 15 units, unless the lighter
load was due to justifiable causes such as: health reasons, unavailability of courses
needed in the curriculum to complete the full load, or the fact that the candidate is a
working student, the student concermned cannot be considered for graduation with honors.

Sec. 5. A candidate for graduation with hanors who meets the prescribed grade
average but fails to satisfy any of the other requirements may be awarded the "Certificate
of Graduation with Academic Distinctions”,
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Article 202. Commencement and Baccalaureate Exercises

Sec. 1. Unless otherwise provided., the University shall have two (2) commencement
exercises for the tertiary level: a regular graduation al the end of the school year and 5
mid-year graduation at the end of the first semester.

Sec. 2. The University Registrar shall be in charge of arrangements for the
commencement and baccalaureate exercises and may request other offices for assistance
in carrying out said arrangements.

Sec. 3. The commencement exercises for graduating students of the University,
except those from the laboratory schools, shall be held on the same day and on the
date fixed for graduation in the University academic calendar.

Sec. 4. The commencement exercises for the units not included in the general
commencement exercises will be held on such dates and in such places as shall be
fixed by the Presitent of the University on the recommendation of the unit heads concemed.

Sec. 5. Attendance at general commencement exercises shall be encouraged.
Graduating sludents who could not participate for valid reasons in the general
commencement exercises must apply for graduation in absentia with the Office of the
University Registrar, at least, 10 days before the commencement exercises.

Sec. 6. Gradualing students who absent themselves from the commencement
exercises shall not be given their diploma and transcript of records from the Office of the
University Registrar unless they comply with the provisions of the preceding section
and upon presentation of the receipt of payment of the graduation fees and student's
clearance.

Sec. 7. The diploma shall bear the actual date of the commencement exercises
and the signatures of the President, the Vice President for Academic Affairs, the Dean
of the college or institute concerned, and the University Registrar.

Article 203. Conferment of Doctoral Degrees (Honoris Causa) and Other Honorary
Titles

Sec. 1. The University, through the Academic Council and upon approval of the
Board of Regents, may confer a Doctoral Degree (Honoris Causa) to any person with
distinguished achievements in the national or international level.

Sec. 2. Other honorary titles may be conferred by the University upon approval of
the Board of Regents on individuals who manifested exemplary support and contribution
to the University and the country.

Article 204. Academic Costumes

Sec. 1. Candidales for graduation shall be required to wear appropriate academic
costumes during the baccalaureate service and commencement exercises in accordance
with the rules and regulations of the University.

Sec. 2. Unless otherwise provided, candidates for graduation shall wear the following
costumes during the commencement exercises:

1. Bachelor of Arts/Science - black gown with native motif panels in the front
edges, black cap with tassel whose color depends upon the deg(ee of_facu!ty
color, and a cape with tassel around of the color of the faculty in which the
degree is awarded.

2. Master of Arts/Science - black gown with 5-inch wide native motif panels of
the color of the faculty extended down the front edges to the bottom, black cap
whose lassel color depends upon the degree of faculty, and black hood (3 feet
long) with golden lining and green chevron with 3-inch velvet border of the
color of the faculty in which the degree is awarded.

3. Doctoral Degree - similar to the academic costume for Master's degree except
that the gown has three native motif bars (2-inch wide) of the color nf_the faz_:ulty
in which the degree is awarded and the hood is four (4) feel long with 4 - inch
velvet border.

Sec. 3. Candidates for graduation in the non-degree programs of the University
shall wear appropriate attire, as prascribed by the University.

Sec. 4. Officers of the Administration and faculty members who have part in
attending the general commencement exercises shall wear academic costumes of the
institution where they obtained their degrees.

b/As amended pursuant to Resolution No. 72, S. 2004 of the USM Board of Regem:s
during its 75" meeting on February 27, 2004, to update the USM que t_:y imegra_rmq in
its provisions on academic policies additional provision, in conformity with the objective
of the National Association of Registrar’s of State Universities and Colleges (NARSUC),
... to consolidate admissions an< registration-related policies and procedures among
SUC institutions in order fo arrive at common, uniform, and standardized policies applicable

to all SUC's".
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