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PREFACE 

 
This handbook will highlight not only the academic policies of the school but also the history, 

vision, mission, goals, objectives, philosophy, the facilities and services and all other relevant 
information that parents and students need to know about Talibon Polytechnic College.  

 
Talibon Polytechnic College greets you and your children. The administration, teachers and staff 

believe that your child has gained enough learnings from different sources. You, as parents have 
nurtured and guided them well as part of their advancement and growth. We, the second parents in 
school are so grateful to you for entrusting your children to TPC. We always do our best to support in  
the formation of their inner selves as instrument for local and national development.  

 
Let us collaborate to put into action the vision, mission of the school. You can come to the school 

anytime you wish and share your ideas and noble thoughts to usher our students towards a very 
productive and memorable education experience.  

 
This handbook has been prepared to acquaint you with the policies of the school. We encourage 

you to read this handbook thoroughly so that violations can be avoided. Hopefully, Talibon 
Polytechnic College can produce citizens worthy to replicate the deeds of our heroes; thus, become 
the agents of change and make a difference. 

 

PHILOSOPHY, VISION, MISSION, CORE VALUES, GOAL & OBJECTIVE 

 
PHILOSOPHY 

 
Education is the refinement of the inner self of man as an instrument for local and national 

development.  
 
VISION 

 
  Top Performing College in Arts, Science and Technology with God-fearing human resource 
responsive to the needs of the community. 
 
MISSION 

 

TPC is committed to deliver quality higher education in arts, science and technology, 
undertake research and extension services for sustainable community development.  
 
OBJECTIVES 
 
Talibon Polytechnic College is committed:  

 

a. To provide college education to poor and deserving students who had duly graduated in any 
Senior High School in Bohol or elsewhere in the country;  
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b. To enhance human knowledge through instruction, research, extension and production;  
c. To develop the intellect of the youth in Talibon and neighboring places;  
d. To provide professional training in public affairs, applied sciences, culture and social sciences, 

as well as in technical-vocational training; 
e. To Introduce in the curricula such subjects needed for the economic, social, moral and cultural 

development of the Municipality of Talibon;  
f. To bring college education to barangays of the Municipality of Talibon through extension 

service and community outreach program; and  
g. To foster peace and development through intercultural solidarity and to strengthen the 

people’s faith in God.  
 

CORE VALUES 
 

Committed, Honest, United, Responsive, Competent, Humane 
 

BRIEF HISTORY OF THE COLLEGE 

 

Talibon Polytechnic College (TPC) was established by Municipal Ordinance No.  2017-07. This was 
signed by Hon. Mayor Restituto B. Auxtero on July 17, 2017.This was sponsored by Hon. Councilor 
Janette Aurestila Garcia and signed by Hon. Vice Mayor Cleto R. Garcia, SB Chairman.  

On July 21, 2017, Mayor Auxtero, Councilor Janette A. Garcia with Treasurer Rosalina G. Felisilda 
and consultants Dr. Mario E. Rodriguez and Dr. Lolita D. Rodriguez went to CHED Region VII, Cebu 
to give the letter of Intent to Dr. Freddie T. Bernal.  

On May 10-11, 2018, Dr. Virginia dela Peña, with five (5) other Regional Quality Assurance Team 
(RQAT) members inspected TPC’s Programs: BS Agriculture, BS Accounting Information System, and 
BS Information Systems.  

On May 24-25, 2018, another four (4) RQAT members came and inspected the BA Political Science 
and BA English Language. All with positive and inspiring comments.  

              Compliance for the minimum requirements of CHED including the enrolment of 176 
students during the First Semester, AY 2018-2019 were submitted for final scrutiny and approval or 
grant of Authority for the five (5) degree programs inspected by the RQAT.  

              CHEDRO VII Order Numbers 005 & 006, Series of 2018 granting Government       Authority 
to Operate BA Political Science and BA English Language were issued to Talibon Polytechnic College, 
School of Liberal Studies on November 25, 2018.  

           On March 15, 2019 the three (3) remaining courses were granted Government Authority to 
Operate. Bachelor of Science in Agriculture, (Government Permit No. 001 Series of 2019); Bachelor of 
Science in Accounting Information System (Government     Permit No. 002 Series of 2019); and Bachelor 
of Science in Information Systems (Government Permit No. 003 Series of 2019).  
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       Talibon Polytechnic College was granted Certificate of Eligibility to avail of the benefits of 
Republic Act 10931 otherwise known as the Universal Access to Quality Education Act. It has com 
plied with the requirements for Institutional Recognition by virtue of the Commission en banc 
Resolution No. 564-2020. The full recognition was granted last December 7, 2020. 

 

TPC LOGO 

 

 
 

Triangle – This is in honor of the Talibon Government Unit that sponsored 
the College. Each side of the triangle represents the thrusts focus 
of the college. 

Green – It is the color of the environment 
Blue – This represents Technology 
Yellow – This represents Humanity 
Gold – This is the center represented by the dove which shows that the 

college is God-centered 
Book – This represents Knowledge 
Touch – This represents Wisdom 
Laurel – This represents Excellence 
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V. LOCATION 
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ORGANIZATION CHART 
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I. ACADEMIC RULES, PROCEDURE AND REQUIREMENTS 

 
A. Admission policies 
 

1. Graduates of recognized private and public high school may be admitted to Talibon 
Polytechnic College without any regard of age, gender, religion or race.  

 
2. The Committee on Admission of the college is tasked to screen the credentials of the 

applicants.  
 
3. Talibon Polytechnic College reserves the right to refuse any applicant whose qualifications do 

not meet the standards of the school.  
 
B. Admission Test 
 

1. All applicants for admission to Talibon Polytechnic College for all the degree programs shall 
take the TPC Admission Test.  

 
2. The TPC Admission Test is a standardized test requiring careful attention to instructions and 

time limits. It is designed to provide convenient, objectively-scorable measure of general 
cognitive ability or intelligence in the form of a profile containing five verbal (Information, 
Comprehension, Arithmetic, Similarities and Vocabulary) and five performance (Digital Symbol, 
Picture Completion, Spatial, Picture Arrangement and Object Assembly) subtest scores.   

 
C. Admission Requirements 
 

1. For incoming Freshmen (New Students) 
 
1. TPC Admission Test Result   
2. Duly signed Senior High School Report Card(Form 138)  
3. Certificate of Good Moral Character   
4. Birth Certificate (PSA Authenticated)- 1 copy  
5. Six (6) copies of recent 2x2 pictures, 2 copies of 1x1 pictures  
6. Accomplished Personal Data Sheet  
7. Long Brown Envelope (4 pcs.)  
8. Long White Folder (4pcs.)  

  
2. For Transferees / Second Coursers 

 
1. Honorable   Dismissal / Transfer Credential from the last school  

attended together with Students Transcript of records for evaluation;  
2. Certificate of good moral character from school last attended  
3. Six (6) copies of recent 2x2 pictures   
4. One (1) photocopy of Birth Certificate (PSA)  
5. Accomplished Personal Data Sheet  
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6. Long Brown Envelope (4 pcs.) 
7. Long White Folder (4 pcs.)  

 
3. For Aliens, Naturalized Filipino Students with foreign names 

 
The following documents are required of and should be submitted by these types of 

students-applicants who enroll for credits.  
 
1. Philippine–born alien students must submit photocopy of their Alien Certificate of 

Registration (ACR) and Native – Born Certificate of Registration (NBCR) which must 
be certified against the original by the Director of the Commission on Higher 
Education (CHED), Regional Office VII.  

   
2. Children of naturalized Filipino citizens must submit a copy of the Identification 

Certificate issued by the Commission on Immigration, certified against the original by 
the Director of the Commission on Higher Education (CHED), Regional Office VII.   

 
3. Filipino citizens whose family names are of foreign origin must submit their certificate 

issued by the Local Civil Registrar. Foreign - born alien students must submit a 
photocopy of their Alien Certificate of Registration (ACR) which must be certified 
against the original by the Director of the Commission on Higher Education Regional 
Office VII.  

 
4.For Shiftees/Returnees  

 
1. Shiftees leaving one program to transfer to another program within the college should 

accomplish the appropriate shifting form duly signed by the Program Heads, 
Registrar and VPAA. 

2. Shiftees are required to comply clearance from the previous department. 
3. Returnees are those students previously enrolled in TPC.  
4. Returnees are subject to the Admission Policies enforced at the time they return except 

the placement examination.  
5. Shiftees/Returnees should request Student’s Evaluation from the Registrar and submit 

a copy to the Dean for proper loading of courses.  
 

II. ENROLLMENT POLICIES AND PROCEDURES 

 
A. Enrolment Policies 

 
1.Incoming students must enroll during prescribed registration period.  
 

2. Students must follow the proper enrolment procedures.  
 

3. Enrolment in any Courses without the necessary prerequisite is not valid and will not be 
credited regardless of the grades obtained.       
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4. Only the Courses approved for enrolment by the College Dean and concurred by the Registrar 
may earn credit.  

 
 
B. Enrolment Procedures 

 
1. For New Students 

Step 1    - Take entrance exam at the Guidance Office  
Step 2    - Submission of Credentials to Registrar’s Office 
Step 3    - Secure Enrolment Form 
Step 4     - Fill out Enrolment Form   
Step 5     - Secure Dean’s Signature  
Step 6     - Pay Entrance Free to the Accounting Office (for paying students only)   
Step 7     - Submission of Documents for Guidance Office 
Step 8     - Submit library Requirements (1x1 photo) to the library  
Step 9     - Proceed to EDP for encoding of Courses and issuance of ID number  

Step 10   - Seek approval of Enrolment by the Registrar 
Step 11   - Submit enrolment copies to the Dean, Guidance and Cashiers officer respectively   

 

2. For Old Students 
Step 1    - Submit clearance to the Registrar’s Office 
Step 2    - Secure Enrolment Form 
Step 3     - Fill out Enrolment Form   
Step 4     - Secure Dean’s Signature  
Step 5     - Pay Entrance Free to the Accounting Office (for paying students only)   
Step 6     - Proceed to EDP for encoding of Courses and activation of ID number 
Step 7     - Proceed to SAO office and submit requirements and clearance 

Step 8 - Seek approval of Enrolment by the Registrar   
Step 9 - Submit enrolment copies to the Dean, Guidance and Cashier’s Office 

respectively  
 

C. Changing, Adding and Dropping of Subjects 
 

1. The students shall accomplish the prescribed form for changing adding and dropping after 
which he/she seek the approval of the Dean. 

2. The Registrar shall determine the schedule for changing adding and dropping of subjects. 
3. The student shall then proceed to the cashier’s office for the assessment of fees  
4.The student shall then proceed to the Cashiers Office for the issuance of the Certificate of 

Registration (COR)  
 

D. Cross Enrolment (For Graduating Students Only) 
 

1. The term cross-enrolment refers to simultaneous enrolment in two schools within a semester. 
2. No simultaneous enrolment in more than two schools allowed  
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3. A maximum of six (6) units may be taken from the school provided by the total number does not 
exceed the prescribed units in the curriculum.   

4. Cross enrolment in other schools is allowed only when a student is a candidate for graduation 
or will do the internship /affiliation in the succeeding semester   

5. The graduating student must submit a letter of intent to cross-enroll at the Registrar Office 
noted by his/her respected Head and approved by the college Dean  

6. The registrar will issue a permit to cross-enrolment approval and evaluation  
 
E. Withdrawal from the Courses in the Program 
 

Talibon Polytechnic College recognizes the right of student to withdraw from their subject or 
course due to valid reason provided he/she must pay the amount due of total school fees: 

 

 within 1 week of class from start of classes 10%  

 within 2 weeks of class from start of classes 20%  

 after 2 weeks of class from start of classes 100% 
Note: Per BOT Resolution No. _______ approved last _______, 2021 

 
F. Academic Year 
 
             The Academic Year shall be computed as the two semesters and the following summer of 
the school year. For those who do not take summer classes, the academic year shall be computed 
for the two semesters of the school year.  
 

G. Study Load of Students 
 
             The study load of a regular student is the number of units prescribed by the curriculum in 
which the student is enrolled. A student is considered full time or carrying a full load when he 
carries all subjects prescribed in his curriculum for a particular school semester. Students should 
follow the study load prescribed by his/her curricula or as assigned and approved by his/her 
respective Deans and Registrar. 

 
H. Attendance 

 

1. In accordance with the CHED Policy, students are allowed to be absent from their classes, 
excused or unexcused 20% of the total hours required per semester. Once the allowed number 
is exhausted the student is automatically dropped. Consideration in exceptional cases is given 
only by the Dean in consultation with the instructors concerned and approved by the VP 
Academic Affairs.  

2. The number of minutes for a student to be late is 15 minutes. More than 15 minutes, the 
student is considered absent but allowed to attend the class subject to existing rules and    
guidelines. The best Judgment of the teacher is required to help the student.            

3. Tardiness for three (3) times shall be considered as one (1) absence.  
4. Absences are not excused. However, any consideration on special cases shall be decided by 

the teacher in consultation with the Dean of College.  
5. Class hours lost by late registration are considered absences.  
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III. GRADING SYSTEM, EXAMINATION, TRANSFER OF CREDIT AND 
CLEARANCE 

A. Grading System 
 
1. The TPC grading system uses the number grades of 0.1 to 1.00 to 5.00 where 1.00 is the 

highest and 3.00 is the passing grade.  
 
2. Student taking courses for credit shall be graded in accordance with the following system.  
 

Grade    Percentage   Remarks 
1.00 95 – 100 % Excellent 
1.1-1.5 90 - 94 % Very Good 
1.6-2.5 80 - 89 % Good 
2.6-3.0 75 - 79 % Passed 
5.00   Below 73% Failing Grade 
NG  No Grade 
DR  Dropped 
NA  Not Attending 
W  Withdrawal 
IP  In Progress 

 
3. A grade of NG maybe given to a student whose standing throughout the semester is passing 

but fails to take the examination or fails to complete other requirement due to illness or other 
valid reasons. The removal of NG grade be done within the prescribed period of one (1) year 
by taking the examination and complying all the requirements of the course. After the 
student shall be given a final grade based on his/her performance.  

 
4. A grade of IP maybe given to students who are writing their thesis/capstone project or its 

equivalent. 
 

B. Change of Grades 
 
1. A student who receives passing grade in a given course is not allowed to take another 

examination for the purpose of improving his/her grade.  
 
2. After the report of grades has been filed with Records Officer or with the Registrar, no faculty 

shall change any grade. In exceptional cases, as where an error has been committed, the 
faculty may file a request to the Registrar’s Office by accomplishing a form and attached 
necessary supporting documents (e.g., letter and class record), noted by respective 
Program Head and Dean, and approved by the Director /VP for Academic Affairs  

 
3. Only the Registrar is authorized to change the error grade upon submission of the required 

documents.  
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C. Guidelines in the Selection of Honor Students 
 

1. Students who are candidates for graduation with honors must have completed 100% of the 
total units required for graduation, and must have been in continuous full-time residence.  

2. To qualify in the ranking of honors, a student must have at least a general weighted average 
of 1.75 in all subjects with no grade below 2.00 except in NSTP.  

3. The student must have no derogatory records. 
4. The selection of honor student shall be deliberated upon by a committee composed of the 

class advisers of the graduating students, Dean of the College, Registrar and Vice President 
for Academic Affairs. 

5.A student from the Degree program shall graduate with honors as follows:  
o Summa Cum 

Laude 
– 1.0 to 1.25 (General weighted average) with no grade 
below 1.5 in all subjects except NSTP 

o Magna Cum Laude – 1.26 to 1.50 (Gen. weighted average) in all subjects except 
NSTP  

o Cum Laude    - 1.51 to 1.75 (Gen. weighted average) in all subjects except 
NSTP 

 
D. Special Academic Awards 

 
       This is given to the graduates who are transferees, those with NG and those with grades 

below 2.0 who obtained any of the following weighted average grade: 
Average Corresponding Awards 

1.00 – 1.25 Gold 
1.26 – 1.45 Silver 
1.46 - 1.60 Bronze 

 
E. Academic Standards 
 

1. A regular student in the degree course must maintain a weighted average grade of3.0 or 
better. 

 
F. Retention Policy   

1. All students enrolled in college or graduate school for the first time, are considered in good 
standing. All other students are either in good standing or on probation, as defined below.   

2. To be considered in good standing, every student must maintain, at all times, an over-all 
grade average of at least 2.0 average for board programs and 3.0 average for non-board 
programs. 

3. Every student will be evaluated by the Deans every end of the semester.    
4. If the student does not meet the minimum grade requirements, the student is advised to shift 

to another program within the college.     
5. Additional retention policies of each individual programs are explained and copies are 

distributed to the students during their respective program orientation.   
6. Students may be under probation up to 2 semesters with reduced load.  
 

G. Examinations 
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           The college has four (4) major examinations to assess the learning of student, Prelim, 
Midterm, Semi-final and Final Exams.  
 
H. Transfer of Credits 
 

1. A transferee student may apply for advanced credits or transfer of credits for work done in 
another institution upon.  

2. Subjects taken from other schools must be evaluated for subject credits equivalent to TPC 
subject credits  

 
I. Clearance 
  

Student can secure clearance slip from designated Collecting Officer upon payment of the 
necessary dues and must completely secure all the required signatories of the subsequent term.  
 
J. Medium of Instruction 
 
  English is generally used as the medium of instructions in the college in all subjects except 
subjects to be taught in Filipino.  
 

IV. STUDENT AFFAIRS AND SERVICES 

       In pursuant to CHED Memorandum No.09 Series of 2013on Students Affairs and Services 
Program and in accordance to the pertinent provisions of Republic Act (RA) No.7722, otherwise 
known as “Higher Education Act of 1994” pursuant to its commitment to relevant and efficient 
education in Talibon, Bohol hereby promulgate the following Guidelines on Student Affairs Program.  
 
A. Guidance and Counselling Service 
 

1. Information and Orientation services 
 

       Through this service, freshmen are to personally meet with the administrators, teachers 
and Counsellor to achieve the goals, mission and ideals of Talibon Polytechnic College. 
Informational reading materials, relevant hand-outs, symposiums and seminars on current 
issues are provided which are aimed at assisting TPC students develop sound decisions 
affecting their lives as students and members of the Filipino society. Office of the Guidance 
Counselor (OGC) keeps a file of books and other reading materials on personality formation 
focusing primarily on the five aspects of an individual’s personality-physical, intellectual, 
social, emotional, and spiritual growth and development career, leisure, guidance, marriage 
and family. These books and reading materials also serve as helpful references for personal 
use of TPC students, teachers and all other OGC clients visiting the office.  
 
2. Counseling 
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This service unconditionally assists TPC students, and all its clientele going through 
life’s struggles and difficulties. They are encouraged to verbalize their experiences with the 
counsellor who is there to understand and listen empathetically, with primarily goal to truly 
be of help during such difficult experiences of the counselees.  

 
It is in this service that routine interview is conducted to newly admitted TPC students, 

individually or in groups, for possible adjustment concerns, and as entry point for proper 
counselling and guidance. During the interview process, students are informed and 
encouraged to visit the office at any moment when faced with special concerns, challenges, 
and personal or academic issues with confidence of an absolute confidentiality.  

 
3. Testing and Appraisal 

 
Regular TPC students are assisted through the use of psychology tests conducted by 

the Psychometrician, and interpreted by the counsellor. Students gain a more realistic 
appraisal of their strength, weaknesses, abilities, interests and personalities; and thus, have 
better understanding of themselves. Test results are securely kept in the students’ 
cumulative record folders, and available at any moment the students may wish to come for 
results and test interpretations. (Note: To be implemented whenever psychological test 
materials are available.)     

 
Entrance testing covering general subjects and personality for all incoming students 

prior to their final interview and admission to the college is carried out through this service.  

 
4. Individual Inventory 

 
Gathering recording and safe keeping of TPC students’ data are done systemically 

and periodically for awareness and ready interpretation and evaluation of their individual 
profiles necessary for follow up and counselling purposes. Student’s data include personal, 
family educational, health or medical backgrounds, result of psychological test taker, 
academic and extra-curricular performance, achievements, and, all other relevant record 
keeping information and materials  

 
5. Placement 

 
This service aids the parent’s administrators and faculty member in placing TPC 

student in their proper course of studies or field of interests academic and personal 
endeavors and possible job placement upon graduation. Students are professionally assisted 
in implementing realistic career goals and plants either for employment or for further 
studies  

 
6. Consultation 

 
Aside from counselling basically offered for TPC students, OGC likewise offers 

consultation service for the administration, teaching and non-teaching personnel, and 



 
 

TPC STUDENT HANDBOOK_v2.0                 BOT Resolution No. 33 s. 2021                           Page 21 of 43
  

 

parents, to effectively help students maximize their internal and external individual 
potentialities and progress in school works.  

 
 

7. Follow-up 
 

This service is primarily responsible in determining the process and development of 
TPC students who are under probation due to problems on academic, personal and family, 
discipline, school attendance, and other special needs. It is provided to specifically asses 
reasons of student’s failure and initiate appropriate recommendations to the Faculty and 
Administration, and to monitor the student’s study plan. 

 
8. Special Services 

 
1. Peer Facilitators  

This is a special service which provides opportunities to TPC students who have interests 
and basic capabilities, and who are available to help their peer or fellow students in 
improving their social functioning or in coping with their academic and personal 
problems. The office equips the interested and available student with basic counselling 
and guidance techniques and strategies through varied training programs activities.  

2. Faith and Values Formation  
  

TPC students are encouraged to avail of opportunities for a more enriching and 
liberating spiritual life. Various spiritual and values formation programs and 
activities are provided in and out the campus. Daily prayer is observed in the office 
early every morning for guidance and spiritual strength for the whole day, Available 
and interested students, teachers, and service staff are all welcome to participate.  

 
3. Special Programs 

This special program is provided to the teaching and non-teaching staff of the college 
annually. It primarily aims to enjoin and encourage everyone with the vision of truly 
reaching out, extending help to other departments, organization and specific 
individuals as one community, fostering true camaraderie, love, faith, respect and 
unity not only their respective groups, but likewise to every member of all 
departments comprising the whole body of TPC.  

  
B. Scholarship/Grant and Subsidies 
 

1. Student’s scholarships and financial assistance in various forms are available to students 
with appropriate screening and monitoring procedures and guidelines understood by 
applicants and recipient.  

2. Structures are there, to provide access to scholarship and financial assistance instituted. 
Availability of qualification requirements and procedures for availment of scholarships 
and financial aid are widely and promptly disseminated.  
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C. Health Services 
 

1. Talibon Polytechnic College provides primary health care services administered by licensed 
medical, dental and allied professionals made available to all students.  

2. Adequate facilities for health care and updated health records are kept and maintained as 
required by the department of health.  

  
D. Food Service/Canteen 
  

1. The Talibon Polytechnic College (TPC) gets the criteria for safety and sanitary conditions of 
food outlets within the compound of the institution. TPC shall coordinate with local 
government for the safety of food service outside the school premises.    

2. TPC shall periodically inspect food outlet for sanitation and hygiene, the certificate to 
operate should be displayed in a prominent area of the food outlet.  

 
E. Safety and Security Services 
 

1. There is safe and secure environment, buildings, and facilities shall comply with the 
government standards, licensed and competent security personnel shall ensure the 
safety and security of students and their belongings.  

 
F. Service for Students with Special Needs 

  
1. The college ensures that academic accommodations are made available to persons with 

disabilities and learners with special needs.  
 
G. International Student Services 

  
1. An integrated service program that caters to socio-cultural, academic and non-academic 

needs should be available to all international students.    
2. The college should provide a liaison officer to assist international students with the 

government agencies like CHED, department of foreign affairs (DFA) and Bureau of 
immigration (BI).  

 
H. Research, Monitoring and Evaluation of Student Affairs and Services 
 

1. TPC shall be encouraged to conduct research on student assistance services Programs.   
2. Evaluation results and research outputs shall be disseminated and utilized. 

 
I. College Laboratories and Facilities 
  

 TPC is equipped with laboratories and facilities which help students’ learning process to wit:  
  

1. Computer Laboratory 
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 The primary purpose of these laboratory resources is for academic research, study, and 
class assignments. Laboratory users have a right to expect a quiet, clean environment that is 
conducive to learning.   

Guidelines are intended to outline the responsibilities of laboratory use with the campus 
community. All activities must adhere to the guidelines for network and computer use policies 
for information technology resources:  

 
1. Instructors shall closely monitor the conduct of their students while they are inside the 

laboratory. The instructor shall not be allowed to leave the class during the instructor’s 
assigned laboratory hours. In the exceptional event that the instructor must leave the 
class, the instructor must inform IS Personnel or fellow IS Instructor. 

2. The student must check the computer unit and its peripherals attached before using it. 
The student must immediately inform the instructor if there is any defect, error or 
damage observed at the computer (hardware/software) assigned or if there are any 
missing peripherals (mouse, keyboard, etc.). The instructor should immediately report 
the incident to IS Department.  

3. Students are not allowed to bring bags, food and beverages inside the laboratory. 
Chewing gum, eating, drinking, smoking, and littering are prohibited inside the 
computer laboratory.  

4. Users are responsible for saving their documents on their own flash drives, any 
information saved or installed on the systems hard drive will be deleted once the 
computer is rebooted (restarted).  

5. No one is allowed to alter or delete configuration settings of any computer laboratory 
equipment. Tampering, deleting or modifying CMOS/BIOS settings, IP Configuration, 
system parameters, or system files stored in the hard disk are strictly prohibited.  

6. No student or personnel shall be allowed to attach or detach any peripheral to and from 
any ICT equipment or devices without explicit permission from the Head of the IS 
Department. Users are not allowed also to attach personal devices in any computer 
laboratory’s network without permission from IS Department. 

7. Accessing Pornographic, Gambling, Hate/Discrimination, torrent and other unsafe sites 
is strictly prohibited.  

8. Users are not allowed to install, update or download any software in any computers 
inside the laboratories. It is also prohibited the users to boot from any bootable devices 
to run software in any computers in the laboratory. In cases that there is need to install, 
update or download software or boot from other device the instructor must seek for the 
approval of the head of IS Department.  

9. Playing games are not allowed inside the computer laboratory, this includes video games, 
card games and other games. However, in cases of the topic is related to games the 
instructor must inform the IS personnel on duty.  

10. Anyone who is causing disturbance, trouble and exhibiting hostile or threatening 
behavior will be requested to leave the computer laboratory.  

11. Printing of manuscripts, business letters, banners, personal documents and research 
works are not allowed in the laboratory. Only the printing of program listings is allowed 
using the laboratory printer.  

12. Proper computer laboratory etiquette must be observed.  
a. Ensure that no trash is left behind.  
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b. Turn-off computer units and arrange the computer peripherals (mouse, 
keyboard and headset) after use.  

c. Wearing of hats/caps inside the laboratory is not allowed.  
d. Chairs must be returned properly to its original places  
e. Orderly dismissal must be observed by the instructor and the class.  

13. Theft, vandalism, or abuse in any form is a grave offense and shall be dealt with 
accordingly. Willful violations of the above provisions shall constitute disciplinary 
actions. Violators of these guidelines may be subject to any, but not limited to, the 
following sanctions:  
 Admonition 
 temporary or permanent suspension of computer laboratory privileges 
 dismissal from the university/school Notwithstanding the above sanctions, the school 

shall impose additional penalties as may be allowed. 
 

2 Science Laboratory 
 

Science is a hands-on laboratory class. The students will be doing many laboratory 
activities, which require the use of hazardous chemicals. Safety in the science classroom is 
the number one priority for students, instructors, and parents. To ensure a safe science lab, a 
list of rules must be followed at all times. Proper laboratory technique is essential to the 
education of successful scientist. The success will depend on the attitude and conduct of the 
students. An interest in one’s work, an understanding of its purpose and a clear 
interpretation of the results are necessary factors for a good laboratory course, The science 
laboratory is a safe place to experiment if one is careful. The student must assume 
responsibility of the safety of oneself and of the others students. 

a General Guidelines  
 

1. Conduct yourself in a responsible manner at all times in the laboratory. 
2. Be aware and be familiar with your assignment before you come to the laboratory.  
 Follow all written and verbal instructions carefully. If you do not understand a 

direction or part of a procedure, ask the instructor before proceeding’ 
3. Never work alone. No student may work in the laboratory without an   instructor 

present. 
4. When first entering a science room, do not touch any equipment, chemicals, or 

other materials in the laboratory area until you are instructed to do so.  
5. Do not eat food, drink beverages, or chew gum in the laboratory. Do not use the 

laboratory glassware as containers for food or beverages. 
6. Perform only those experiments authorized by the instructor. Never do anything in 

the laboratory procedures unless permitted by your instructor.  
7. Safety goggles and laboratory gowns must be worn whenever you work in the 

laboratory. Gloves should be worn when you use chemicals     that cause skin 
irritations or need to handle hot equipment. Wear    laboratory gowns over the 
uniform to cover maximum amount of skin.  

8. Observe good housekeeping practices. Work areas should be kept     clean and tidy 
at all times. Bring your laboratory instructions, worksheets, and/or reports to the 
work area. Other materials (book, purses, backpacks, etc.) should be stored in the 
classroom area. 
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9. Know the locations and operating procedures of all safety equipment including the 
first aid kit, eyewash station safety shower, spill kit, fire extinguisher, and fire 
blanket. Know where the fire alarm and the exits are located.  

10. Be alert and proceed with caution at all times in the laboratory. Notify the teacher 
immediately of any unsafe conditions you observe. 

11. Dispose of all chemical waste properly. Never mix chemicals in sink drains. Sinks 
are to be used only for water and those solutions designated by the teacher.  
a. Solid chemicals, metals, matches, filter paper, and all other insoluble materials 

are to be disposed of in the proper waste containers not in the sink. Check the 
label of all waste containers before adding your chemical waste to the 
container. 

b. Cracked or broken glass should be placed in the special container for “Broken 
Glass”.  

c. Liquid Chemicals  
1 Pure liquid chemicals are flushed directly to the sink with water.  
2 Mixture of solid and liquid chemicals are separated using decantation of 

filtration. Once the liquid chemical is separated, flush it too the sink with 
water. (Refer to 11a to discard solid chemicals.)  

d. Separate the components of a mixture by using physical or mechanical 
processes recommended by your teacher before disposing them.  

12. Labels and equipment instructions must be read carefully before use. Set up and 
use the prescribed apparatus as directed in the laboratory instructions provided 
by your teacher.     

13. Keep hands away from your face, eyes, mouth, and body while using chemicals. 
Wash your hands with soap and water after performing all experiments. Clean 
(with detergent powder). Rinse, and dry all work surface and equipment at the 
end of the experiment.                              

14. Experiments must be personally monitored at all times. You will be assigned a 
laboratory station at which to work. Do not wander around the room; distract 
other students, or interfere with the laboratory experiments of others.     

15. Students are never permitted in the science central storage/ stockrooms or 
preparation areas unless given specific permission by the instructor.     

16. Know what to do if there is a fire drill during a laboratory period, containers must 
be closed, gas valves turned off and any electrical equipment turned off.    

17. If you spill acid or any other corrosive chemical on your skin or clothes, 
immediately wash area with large amounts of water (remember that small 
amounts of water may be worse that to never at all). After this get the instructor 
attention. The spill kit will be used for spills on floor or counter-top. Neutralize 
spilled acid or base as follows:  
a. Acid on clothing, use quite dilutes ammonium hydroxide or sodium 

bicarbonate solution.    
b. Base on clothing; use quit dilutes ammonium hydroxide.    
c. Acid or base on desktop; use sodium bicarbonate for either followed Bywater.  

18. At the end of the laboratory session see that  
a. Gas outlet valve is shut off   
b. The water is turned off.  
c. Desktop floor, area, and sink are clean.  
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d. All equipment is cool, clean, and arranged.  
 

b. Clothing  
 
1. Any time chemicals heat, or glassware used, students will wear laboratory goggles. 

Contact lenses should not be worm in the laboratory unless you have permission 
from your teacher. 

2. Dress properly during laboratory activity. Long hair dangling jewelry and loose or 
baggy clothing are hazard in the laboratory. Long hair must be tied back and 
dangling jewelry and loose or baggy clothing must be secured. Shoes must 
completely cover the foot. No sandals are allowed.  

 
c. Accidents and injuries  

 
1. Report any accident (spill, breaking, etc.) or injury (cut, burn, etc.) to the teacher 

immediately, no matter how trivial it may appear.                         
2. If you or your lab partner is hurt, immediately yell out “code one” to get the 

instructor’s attention. Everyone should turn off burners and prepare to help if 
needed.                             

3. If a chemical should splash in your eyes, immediately flush with running water 
from the eyewash station for at least 20 minutes or preferably with sterile isotonic 
solution. Notify the instructor immediately.  

  
d. Handling Chemicals  

  
1. All chemicals in the laboratory are to be considered dangerous. Do not touch, taste, 

or smell any chemicals unless specifically instructed to do so. The proper 
technique for smelling chemical fumes (when instructed to do so by the instructor) 
is to gently fan the air above the chemical toward your face. Breathe normally.              
  

2. Check the label on chemical bottles twice before removing any of the contents. Take 
only as much chemical as you need. Smaller amounts often work better than larger 
amounts. Label all containers and massing papers holding dry chemicals.   

3. Never return unused chemicals to their original containers.    
4. Never mouth suction to fill a pipette.               
5. Acids must be handled with extreme care. ALWAYS ADD ACID SLOWLY TO 

WATER, with slow stirring and swirling, being careful of the heat produced, 
particularly with sulfuric acid.     

6. Handle flammable hazardous liquids over a pan to contain spills.  Never dispense 
flammable liquids anywhere near an open flame or source of heat.    

7. Never take chemicals or other materials from the laboratory area.  
8. Take great care when transferring acids and other chemicals from one part of the 

laboratory to another. Hold them securely and in the method demonstrated by the 
instructors as you walk. Note: Do not lay the stopper of a bottle down. Impurities 
may be picked up thus contaminate the solution when the stopper is returned.  

 
e. Handling Glassware and Equipment  
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1. Inserting and removing glass tubing from rubber stoppers can be attempting to 
insert it in a stopper. Always protect   your hands with towels or cotton gloves 
when inserting glass tubing into, or removing it from, a rubber stopper. If a piece 
of glassware becomes “frozen” in a stopper, bring it to your instructor for removal.  

2. Examine glassware before each use. Never use chipped or cracked glass-ware. 
Never use dirty glassware. Do not immerse hot Glassware in cold water; it may 
shatter. 

3. When removing an electrical plug from its socket, grasp the plug, not the    
electrical cord. Hand must be completely dry before touching electrical switch, 
plug, or outlet   

 
4. Report damaged electrical equipment immediately. Look for things such as 

frayed cords, exposed wires, and loose connections. Do not use damage 
electrical equipment. 

5. If you do not understand how to use a piece of equipment, ask the instructor for 
help.  

 
f. Heating Substances       

 
1. SHOULD THE BUNSEN GO OUT, IMMEDIATELY TURN OFF THE GAS AT 

THEGAS OUTLET VALVE. If you wish to turn off burner, do so by turning off 
the gas at the gas outlet valve first, then close the needle valve and barrel. Never 
reach over an exposed flame. Light gas burners only as instructed by the 
instructor.   

2. Never leave a lit burner unattended. Never leave anything that is being heated or 
is visibly reacting unattended. Always turn the burner or hot plate off when not 
in use. 

3. Do not point the open end of a test tube being heated at yourself or anyone else. A 
suddenly formed bubble of vapor may reject the contents violently (this is called 
bumping). 

4. Heated metals, glass and ceramic remain very hot for a long time they should be 
set aside to cool on a travel and then picked up with caution on. Use tongs or 
heat protective gloves if necessary. Determine if an object is hot by bringing the 
back of your hand close to it prior to grasping it.  

V. STUDENT DEVELOPMENT PROGRAMS AND SERVICES 

 These are programs and activities designed for the enhancement and deepening of leadership 
skills and social responsibility. Those include student’s organizations and Activities, Student 
Council/Government, Leadership Training Programs, Student Publication, Sports Development 
Programs, Cultural Programs, Social and Community involvement, and multi-faith services.  
 
A. Student Organizations and Activities 
 

1. Recognition, supervision, and monitoring of student organizations and their activities such as 
publications, leadership program, sports, etc. after registering their organizations 
/association/clubs to the office of the Director of Student Affairs.  
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2. TPC shall provide accredited student organization adequate office space and other 
institutional support.  

3. The Constitution and laws of student organizations shall require participation in activities 
initiated by Government and Non-government organizations.                                 

 
B. Student Council/Government 
 

1. The college must recognize the right of the students to govern themselves and to be 
represented during the board of trustees meeting. 

 
C. Leadership Training Program 

 
The college ensures that leadership training program is provided and opportunities for 
interaction with counterparts from other institution are sustained.  

 
D. Student Publication 

 
The college shall support the establishment of student publication as provided in the 
Campus Journalism act of 1991.  

 
E. Sports Development Programs 
 

The college provides opportunities for appreciation of the well-being of students.  
 
F. Cultural Programs 
 

The college shall provide opportunities for appreciation of culture and the arts.  
 
G. Social and Community Involvement 
 

The College shall provide Group Accident Insurance for the students at least on their 
fieldwork days.  

 
H. Multi-Faith Service 

 
The college ensures that the right to freedom of religion is respected. 

 

VI. STUDENT DISCIPLINE 

The maintenance of discipline in the academe is an inherent right of every institution.  This 
inherent power to impose a desired norm of conduct springs from the role of faculty as substitute 
parent under the Loco Parentis Principle. Being substitute parent, the faculty and the institution 
shall insure the maximum welfare of the student and endeavor to create an environment that is 
conducive to both development and learning.  
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A. Code of Conduct 
 
  TPC in its commitment to develop the student into a totally integrated person, provides 
them with a CODE OF CONDUCT which serves as the point of reference of the students’ action 
in the campus. TPC expects its student to BEHAVE AS HUMAN WELL-BEING ACCORDING 
TO THE STANDARDS SET BY THE SCHOOL at all times and in all places.  
 

1. Cleanliness/Personal Hygiene 
 
a. Cleanliness/Personal Hygiene 

1. TPC expects its students to be clean in thoughts, in words and in deeds. 
2. TPC expects its students to keep their surroundings and classrooms clean.  
 

b. Dress Code 
1. TPC expects its students to wear their school uniform/dress code.  
2. Cleanliness and propriety in the use of comfort rooms must be strictly observed.  

 
2. Respect and Honesty and Moderation 

 
a. Respect  

The College expects every student to respect himself, his fellow students, his instructors, 
school administrators and other constituents of the college. Every student is expected to 
regard all college properties, buildings, and the campus to be clean. Any damage must 
be repaired or replaced at the offender’s expense.  

b. Honesty  

1.TPC expects every student to be honest to God, to himself and to others. 
2. Acts of dishonesty are censurable and severely punished to wit;  

a. Cheating in all forms 
b. Falsification of school documents, official receipts and others.  
c. Plagiarism, telling lies and all other acts of dishonesty. 
d. Bullying is taboo  

c. Moderation  

1. TPC expects all students to be modest and decent in their manner of dressing 
(prescribed uniform) from Mondays to Fridays except Wednesday. On Wednesday, 
students are expected to wear white t-shirt and black/dark pants. 

2. To safeguard and promote modesty on campus, TPC expects or prohibits the following: 
Indecent attire which consists of the wearing of    slippers, sleeveless, under shirts, 
short pants, tight and mini-skirts. 

3. Boisterous, bad conduct and dirty vulgar language. 
4. Smoking, drinking of any alcoholic and intoxicating beverages, carrying and using of 

illegal drugs in the campus and  the immediate vicinity. 
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3. Miscellaneous Provisions 
 

TPC expects students to take care of all school properties as their own, refrain from defacing 
walls, writing on chairs and destroying school properties.  
 

4. Classification of Offenses 
Offenses maybe classified according to it nature as light, minor and major offenses. Minor 
offenses are summarily punished by censure or reprimand, while major offenses are   
punishable either by suspension, exclusion and expulsion.  

 
Offenses classified hereunder are the less serious and serious offenses. 

 

a. Offenses Against Property  
 

1. Theft (serious) 
2. Vandalism (serious)/ damage of college property 
3. Unauthorized entry or use of college facilities (serious) 
4. Littering 
5. Tampering of light signs and notices (serious) 
6. Spitting on the floor lights  
 

b. Offenses Against Person  
 

1. Physical assault on any person within the premises (serious)  
2. Abusive behavior or discourtesy towards college officials or faculty member (serious) 
3. Organization of fraternity, sorority and gangs  
4. Hooliganism  
 

c. Offenses Against Authority  
 
1. Insubordination (serious)  
2. Assaulting, challenging to a fight or threatening with bodily harm any college official 

or faculty member (serious)                                                
 3. Refusal to submit to reasonable inspection (serious)  

 
  d. Offenses Involving Conduct Unbecoming of a student  
 

1. Entering the school premises in a state of intoxication (major)  
2. Falsely representing oneself to be an official or representative (major)  

 3. Using fictitious name (major)  
 4. Forgery or alteration of school records (major)  

5. Use of forged, altered or tampered Records (major)  
6. Malversation of class funds of existing recognized club (major)  
7. Bribery (major)  
8. Cheating during examinations (major)  
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9. Immodest and improper attire (minor)  
10. Engaging in indecent, obscene and immoral acts while within the premises.  
11. Possession of pornographic literature (major)   
12. Gambling (major)   
13. Smoking inside classroom laboratories, library and along the corridors(major)  
14. Unnecessary use of mobile phone during classes  
15.It is considered a forbidden act for teachers to fall in love to their students. As teachers, 

they stand in loco parentis as regards their minor wards. It is therefore unthinkable for 
a teacher, who under the law is a substitute parent, to have amorous feelings towards 
his or her minor student. A student on the other hand is vulnerable and therefore 
protected by laws against abuses such as RA 7610 or the Special Protection of Children 
against Abuse, Exploitation and Discrimination Act; and RA 7877, or the Anti-Sexual 
Harassment Act of 1995. 

 
e. Offenses Against Personal Safety  

  
1. Carrying of firearms, explosives and other deadly weapons.  
2. Exploding or possession of fire crackers                    
3. Use, possession or distribution of prohibited drugs, marijuana, alcoholic drinks and 

shabu.  
 
f. Classification of Penalties             
 
 The penalties enumerated below are designed not to be vindictive but reformatory in 

essence.  
  

1.   Reprimand or censure with a warning where the acts of misbehavior are slight in 
nature and constitute a minor violation of school rules, the student maybe summarily 
punished by the teacher or by any apprehending school official with either of these: 

   
a. Oral reprimand or censure  
b. Written reprimand which becomes part of the student official record.   
c. Disciplinary probation. There shall be a period trial, ordinarily imposed by the 

Department Head or by the SAO for repeated violation of college’s rules or for 
serious offenses requiring a stronger action than reprimand. This probationary 
period may allow the erring one to reform the student’s behavior by doing School 
Campus duty. It may be lifted after a certain period and/or when permissive 
conditions stipulated are changed upon the petition of the students after he/she 
shall have shown sufficient evidence of remorse. The petition should be address to 
the Board of Trustees through the SAO. 

d. Suspension, Exclusion and Expulsion. These stronger disciplinary sanctions may be 
applied upon the recommendation of the SAO to the BOT when the offense is so 
serious and circumstances so warrant. None of this administrative action shall be 
imposed upon any student, except for cause as defined in this student’s handbook. 
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e. Suspension– a penalty that allows the higher education institution to deprive or 
deny the erring student from attending classes for a period not exceeding 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.  

f. Non-readmission– a penalty that follows the institution to deny admission or 
enrolment of an erring student for the school term immediately following the term 
when the resolution of decision finding the student guilty of the offense charged 
and imposing the penalty of non- readmission was promulgated. Unlike the 
penalty of exclusion, the student is allowed to complete the current school term 
when the resolution for non-readmission is promulgated. Transfer credentials of 
the resolution of the erring student shall be issued upon promulgation, subject to 
the other provisions of this Manual.  

g. Exclusion– a penalty that follows 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 offense 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 
proceeding for a period of one year in order to afford the Commission the 
opportunity to review the case in the event the student makes and files and appeal 
with the Commission.  

h. Expulsion– a penalty wherein the institution declares an erring student disqualified 
for admission to any public or private higher education institution in the 
Philippines. In any case, the penalty of expulsion cannot be imposed without the 
approval of the 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.   

 

VII.THE OFFICE OF THE COLLEGE ACCOUNTING AND FINANCE 

 
      The Office of College Accounting and Finance is headed by the Treasurer who takes care of the 
financial operations of the school. All financial transactions shall be made with the Accounting 
and Finance Office ONLY.  
 

VIII. THE OFFICE OF THE REGISTRAR 

 
      The Office of the College Registrar plans, organizes, and coordinates activities associated to the  
registration, transfer, release and graduation of students, maintenance and safekeeping of records,  
consolidation of class and examination schedules in coordination with the Department Head or 
Deans, communication with the Commission on Higher Education (CHED), Technical Education 
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and Skills  Development Authority (TESDA) and the Department of Education (DepEd) 
pertaining to academic  records of students and observance of policies and guidelines.  
 

IX. THE OFFICE OF THE STUDENT AFFAIRS DEPARTMENT 

 
       Student Affairs comprise the following units Director of Student Affairs/Student Affairs 
Office, Career, Counselling, Health Service, and the Inter Faith Centre. The Unit is established to 
cater for the social, cultural, recreational and general welfare needs of students in an integrated, 
professional manner and to assist students in their personal and academic development. The 
Student Affairs Department is in charge of proactively looking into, and investigating any student 
concerns on campus and to assess these concerns, develop plans and pass resolutions addressing 
them. This department also organizes programs and events to aide cultural and intellectual 
developments, organize additional services and opportunities such as student trips. In addition to 
providing services indicative of the above list of units; It includes the student’s policy, liaison with 
the Students’ Committees, student’s facilities, student financial assistance and student orientation.  

 

X. THE COLLEGE LIBRARY 

 
The College Library supports the teaching and research program of the school providing the          
materials needed by students and faculty in their academic work.  

 
17.1 Policies/Rules and Regulations 

 
a. The library is mainly for research. Dating, sleeping, smoking, doing industrial work and 

group problem solving are not allowed.  
b. Silence must be observed strictly and orderly at all times.  
c. The library should be kept clean and orderly.  
d. Chairs must be pushed back quietly.  
e. Newspapers and magazines should be read within the library only.  
f. Books should be left on the table after using them.  
g. All library patrons must present their library card/school I.D. upon entering the library.  
h. General Reference Materials like Encyclopedias, Dictionary and the like are for library use 

only.  
i. Borrowing of Books is for overnight only. Failure to return the book the following day will 

be fined one peso (P 1.00) per hour.  
j. Library patrons must submit their bags for inspection before going out from the library.  
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XI. TECHNICAL—VOCATIONAL DEPARTMENT 

A.  Entry Requirements for the Program 
 
Admission to any TESDA- accredited course offered by the college will follow Authority’s 

Entry Requirements as prescribed in its Training Regulation and specified in the Course 
Design. In addition, the candidate/trainee must possess the following qualifications.  

 
1. Must be able to communicate effectively both orally and in written form.  
2. Must be physically, emotionally, psychologically and mentally fit.                    
3. Must be able to perform basic mathematical computation  
4. At least, must be a high school graduate.  

 

XII. EDUCATIONAL TOUR/FIELD POLICIES AND GUIDELINES 

 
A. Educational Tour/Field Trips 

 
         The primary objective of the school field trips is to provide an educational experience in 
keeping with planned curriculum, while exposing students to new cultural and physical 
opportunities not found in daily life. Moreover, field trips are designed to encourage group 
participation and bonding among the students and teachers. With those objectives in mind, the 
following guidelines have been designed to help students, teacher, chaperones, and parents get 
the most of their field trip experience.  

 
1. Students Roles. 
 

a. All students are expected to participate in field trips but not forcibly imposed.  
b. Because field trips are an opportunity for students to stretch themselves in new and 

unique ways, Students should show a positive attitude when facing unfamiliar 
situations or challenges.  

c. Throughout the field trip, students are expected to uphold regular school rules and 
show respect for each other, teacher and other adult supervisor.  

d. During a field trip, students are representative of our, so their behavior should reflect 
that at all times   

e. Field trips begin and at the designated meeting place (usually the town bus or ferry 
terminal) if a student requires alternative arrival, departure, or other transportation 
arrangements, parents must notify teacher in writing prior to the trip.   

 
2. Teacher’s roles 

 
a. Teachers are to design field trip experiences that appropriately dovetail with the 

existing curriculum, provide unique experiences are age appropriate for the students 
participating, and are of reasonable cost. 

b. Teachers will determine the number of chaperones needed for a field trip. 
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c. Teachers will coordinate with the transportation to and from the event, assess costs, 
assign chaperone duties, and make other logistical arrangements well in advance of 
the field trip. 

d. They will then communicate those plans to the College President for Board of 
Trustees’ approval. 

e. Once a field trip has been organized and approved, teacher will be responsible for 
fund raising and communicating logistical plans to parents and obtaining 
permission slips from them.  

 
3.  Chief Security Officer/Dean of Students Discipline Roles 
    

1. The role of the Chief Security Officer (CSO)/ Dean of Discipline (SDD) is to support 
teachers and to provide additional supervision for the entire group of students, as 
needed. They may be called on to perform a variety of roles, depending on the nature 
of the trip.     

2. CSO/SDD support the educational or cultural nature of the event and should provide a 
positive example of the students.     

3. They are to work with the entire group or with a small group of students, as directed 
by the teachers.     

4. Prior to and throughout the trip, CSO/SDD should be in communication with teachers 
to determine specific roles and responsibilities.  

5. CSO/SDD help teachers monitor student behavior and refer any issues to teachers. 
6. Students are under the direct supervision of the teacher in-charge at all times.  
7. During overnight field trips, CSO/SDD is responsible for student supervision 24 hours 

a day, unless otherwise determined by teachers, and should remain with the group 
throughout the entire field trips.    

8. SCO/SDD may not bring non-students on the trip.     
9. CSO/SDD may not smoke in the presence of students or any enclosed areas.   
10. CSO/SDD may not drink alcohol or use illegal drugs at any time.  
11. CSO/SDD, who drive their personal vehicles, carrying students, must provide 

evidence of liability insurance and a valid driver’s license. 
 

4 Parents’ Participants 
 
If a parent wants to go on a school trip to provide additional support for his or her own 

son/daughter due to a certain situation like having special needs, this may be permissible 
given the following guidelines.  
    

1. Parent participants should consult with teacher prior to the trip to determine the level 
of participation that is appropriate.     

2. Any additional expenses that a parent’s presence incurs, including lodging, food, 
admission to events or programs, and travel expenses, will be the parents’ 
responsibility.     

3. In order to avoid potential disruptions or distractions, parents are discouraged from 
bringing pre-school siblings of students.     
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4. In the interest of preserving the objectives of the field trip and enhancing their 
son’s/daughter’s experience as a part of the group parent participants may not 
remove their son/daughter activities, including transportation to and from the event, 
except in true emergency situations.  

5. Parent participants are not to smoke in the presence of students   or in any enclosed 
areas.   

6. Parent participants are not to drink alcohol or use illegal drugs at any time.   
7. Parent participants who drive their own vehicles assume all liabilities.  

 
5. Checklist of Requirements 

 

CHECKLIST YES  NO  

A. Before the Education Visit/Field Trip  
 
1. Permission Letter from the Faculty in charge to the President (with 
the signature from the Dean of the requesting party SAO. VPAA)  
2. Attached to the Permission Letter is the curriculum where field 
trip is required and a particular syllabus of the subject which needs a 
field trip to enhance the subject matter with or allotted grade as part of 
the grading system can be found in the Student’s Handbook approved by 
the Board of Trustees and be presented every General Orientation among 
freshman students.  
3. Copy of the approval letter offices/companies/plants where the 
tour will be conducted.  
4. Fill up the form for Authority to hold Educational Field Trips from 
the Tour Coordinator.  
5. Itinerary of the Tour (approved by the Dean of the requesting 
party, noted by the VPAA and attested by the President). 
6. Attendance Sheet/List of students with their signatures who are 
joining the trip Waiver/Parent’s consent. 
7. Budget/Funding Resources 
8. Copy of Insurance Policy with the list of students concerned 
stakeholders. 
9. Medical clearance of students.  
10. List of the teachers/chaperones (I faculty/staff for every 20 
students)  
11. Submission of an Accomplishment Report from the Teacher in 
charge and copies of reflection of the learning experiences of the students 
to the office of the Documentation and Publication. 

  

 

XIII. ON THE JOB TRAINING (OJT)/PRACTICUM POLICIES AND GUIDELINES 

 
During the practicum/OJT, the students are assigned to participating establishments where 

they are given work experience in the various aspects. Student’s enrolled need to be screened first 
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by the Practicum/OJT Coordinator. The screening schedule will be posted in the enrolment of 
every department.  
 
A. Objectives 

 
Exposure to the different work situation is designed to provide students an opportunity to 

experience and observe   the application of theories they have learned in the classroom in an 
actual workplace. The training will enable him/her to develop the necessary conceptual, 
technical know-how and the human aspects necessary to start work.  

 
1. General Objectives 

 
To provide students the opportunity to acquire practical knowledge, skills, and desirable 
attitudes in the operational aspects of the industry.  
 
a. To make them internationally competitive for employment here and abroad.  
b. To develop and enhance the Filipino work ethics, competencies and discipline.  

 
2. Specific Objectives 

 
At the end of the practicum training program, the student should be able to:  
  
a. Associate key positions in the industries and related operations to corresponding tasks 

and responsibilities.  
b. Identify and comprehend standard procedures and techniques of each of the 

sections/department assigned.  
c. Perform the specific tasks required in sections/department assigned.     
d. Appreciate the importance of efficient operational policies and procedures in relation to 

the overall management.  
e. Analyze and evaluate operational procedures in each assigned department and 

recommend to appropriate course of action to improve them.  
 
   With these, students and practicum coordinators of both educational participating 
institutions will be guided in preparing the practicum training that can best achieve these 
objectives.   

 

B.  Rules to be Observed by Practicum Students 
 

1. Grooming 
 
a. Always take a second look at yourself before reporting to duty. See to it that “Good 

Grooming” rules are followed.  
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b. Always be in your proper and complete uniform when on duty, unless specifically asked by 
your supervisor to wear casual clothes for heavy work; however, leave the establishment 
wearing your prescribed uniform.  

c. Always wear your nameplate for identification purposes (if available)   
 

2. Behavior / Deportment 
  
a. Be courteous at all times to both clients and employees. Never be rude to them.  
b. Be tactful and diplomatic in dealing with clients and employees. When client is angry, never 

show anger yourself. Remember, the customer is always right.  
c. Be interested in people but don't get too personal.   
d. Socializing with any of the clients or employees of the establishment as well as having 

personal relationships with them before, during or after practicum duty is strictly prohibited. 
Do not accept invitations from them to attend functions such as birthday or beach parties 
and concerts or to go to bar hopping, shopping, and watching movies.  

 

3. Performance while on Duty 
 
1. Observe professionalism during the course of your practicum training.  
2. Observe workflow and standard operational procedures in the Department - if you have 

questions ask the Section Head.  
3. If you are provided with an establishment’s rules, read and follow strictly.  
4. Strictly follow instructions/assignments given to you by your supervisor.             
5. Obey your supervisor and do not show insubordination to him.  
6. Always give prior notice to your supervisor if you will be absent or late for duty. Excuses for 

such should be reasonable.  
7. Be careful and show enthusiasm while doing your work.  
8. Stay in the department you are assigned. Do not loiter around while on duty.                        
9. While on duty, do not smoke or engage in rumor mongering.  
10. If you do not know the answer to a question asked by clients, refer them to employees who 

can give the correct response.  
11. Do not sit down with a guest even when asked to do so. Just say politely that SCHOOL 

POLICY NOT TO DO SO.  
12. Entertaining personal visitors or making telephone calls while on duty is strictly prohibited 

unless in emergency cases.  
13. You are primarily liable for any loss/ damages to the establishment caused by you during 

the duration of your practicum training, so take care of the establishment’s equipment and 
facilities.  

14. Do not take any belongings or valuables. Such action is considered theft and is punishable by 
law.  

15. Meal breaks depend on the schedule of the particular establishment where you are assigned. 
Although some establishments may provide you with free meals during your practicum 
duty, do not expect them at all. If an employee's gives you some food, ask first  if it is 
provided by the establishment or if you have to pay it.  

16. Observations which appear confusing and contrary to inputs learned in the classroom 
 should be brought up during the review sessions for discussion and clarification.  
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17. Your performance cooperation and observance of establishments regulations should enhance 
the good image of the college.  

18. Remember to inform management when you have finished the required number of hours 
before leaving the establishment. Thank all people who have helped to train you.  

 
Some roles are guidelines may be provided by the college department which is more 

appropriate with their courses.   

XIV. MISCELLANEOUS PROVISIONS 

 
TPC expects students to take care of all school properties as their own, refrain from defacing 
walls, writing on chairs and destroying school properties. 

XV. STUDENT’S PLEDGE 

 
KNOW ALL MEN BY THESE PRESENTS:  
 
            I, ___________________________ by virtue of my enrolment in Talibon Polytechnic College, by 
these presents hereby make manifest that I bind myself to the following stipulation:  
 
            That I shall obey the rules and regulations of the College,  
 
            That I submit myself to the disciplinary measure the TPC may impose for breach of the rules;  
 
            That I shall not in any manner, participate, incite, organize or support any activity against TPC 
that may be detrimental to its interests and that of any fellow student;  
 
            That I will uphold academic freedom of my instructors/professors as promulgated I pertinent laws, 
which in part reads: “Any student, teacher, professor, officer or employee of the university, college or 
school who impedes, obstruct, prevents or defeats the right and obligation of a teacher or professor to teach 
his subject to disciplinary action without prejudice to the criminal liability of the offender.”  
 
             That I shall strive to be an ideal student and work for the improvement and success not only for 
myself, but for the greater glory of my college, my country and my God.  
 
             In witness of the above, I hereby sign this pledge this ________day ________,20___.  
 
 

______________________________________ 
STUDENT SIGNATURE OVER PRINTED NAME 

 
 

______________________________________ 
PARENT SIGNATURE OVER PRINTED NAME 
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XVI. TALIBON POLYTECHNIC HYMN 

 
TPC HYMN 

Lyrics & tune by: MR. JERMANDO LILIMAR D. RODRIGUEZ 
 

I. 
Our dream has now come true 

A school for us and our successors 
We will earn our ambitions 
For God’s Glory in Talibon 

 
Chorus: 

Forward Talibon Polytechnic College To reach our goals and our plans 
March on Talibon Polytechnic College 

T’wards development for our nation 
II. 

Our dear Alma Mater 
An academy for me and you Instrument for unity 

Building faith in the Almighty 
 

Chorus: 
Forward Talibon Polytechnic College 

To reach our goals and our plans 
March on Talibon Polytechnic College 

T’wards development for our nation 
 

Bridge: 
Let’s continue our journey 

Driven by our visions 
Climb every mountain 

Swim every sea 
 

Chorus: 
Forward Talibon Polytechnic College To reach our goals and our plans 

March on Talibon Polytechnic College 
Towards development for our nation 
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XVII. CAMPUS DEVELOPMENT PLAN 
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XVIII. SCHEDULE OF FEES 

A.Y. 2019-2020 
Tuition Fees – ₱ 175.00 per unit 
 24 units – ₱ 4,200.00 
Other Fees    
Admission Fee – ₱500.00 

Entrance Exam/Assessment Fee – ₱ 200.00 
Medical Screening – ₱ 50.00  
Documentary Fee/stamp – ₱ 100.00 
Personal/Psychological Testing – ₱ 100.00 

Athletic Fee – ₱1,000.00 
Use of Sports Facilities – ₱ 100.00  
Sports-related trainings – ₱ 100.00 
Participation in Local/Provincial/Regional/National sports 
competition 

– ₱ 500.00 
 

Intramurals, etc. – ₱ 300.00 
Computer Laboratory Fee – ₱ 1,000.00  

Access and use of information – ₱ 200.00 
Internet Fee/Computer Lab Fee – ₱ 800.00  

Cultural Fee – ₱ 300.00 
Socio-cultural Activities – ₱ 300.00 

Development Fees – ₱ 1,525.00 
Leadership trainings – ₱ 200.00 
Off-campus experiential trainings (field trips, etc.) – ₱ 300.00  
Student partnerships & activities of student  
  organizations 

– ₱ 100.00 
 

Student Publication/newsletter – ₱ 200.00 
Bridging/remedial Programs – ₱525.00 per subject 
Life-long Learning activities – ₱ 100.00 
 Spiritual, Social and Values Programs  – ₱ 100.00  

Entrance Fee/Enrolment Fee – ₱ 200.00 
Guidance Fees – ₱700.00 

Student training & Seminars – ₱200.00 
Career Guidance and Counselling – ₱ 100.00 
General Student Counselling – ₱ 100.00 
Psychological testing/Post Test – ₱ 100.00 
Career Development – ₱ 100.00  
Employment Placement Services – ₱ 100.00 

Handbook Fee – ₱ 200.00 
Laboratory Fee – ₱ 200.00 per unit 
Library Fee – ₱ 2,000.00 

Use of Library services – ₱ 1,500.00 
License fees to cover reproduction of copyright materials – ₱ 500.00 

Medical/Dental Fees – ₱ 900.00 
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Medical health – ₱ 500.00 
Dental health   – ₱ 200.00 

Student Insurance – ₱ 200.00  
Registration Fee – ₱ 500.00 
School ID Fee (one time only) – ₱ 200.00 
  ₱ 9,025.00 

(excluding Laboratory Fee of ₱ 200.00 per unit) 
  ₱ 13,225.00 

(excluding Laboratory Fee of ₱ 200.00 per unit) 
 

Admission Policy is 3.0/75% for Non-Board Course 
Admission Policy is 2.0/85% for Board Course 
Retention Policy is 3.0/75% for Non-Board Course  
Retention Policy is 2.0/85% for Board Course 
 

XIX. REVISION HISTORY 

Version Description/Changes Modified 
by 
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2.0 Updated Policies and Revision  
BOT Resolution No. 33, s. 2021 

JAS 26 October 2021 

1.0 Initial Creation 
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No. 21, s. 2019 Sponsored By: Hon. Avelino N. 
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