.

The PLMAR Revised Student Manual is a reference guide for
students containing their responsibilities, obligations, and privileges.
This revised version contains an updated list of academic policies and
significant enhancement of other provisions relating to student
discipline and student activities. These rules and regulations are
designed to provide positive and constructive guidelines for student
behavior and discipline.
As the primary stakeholders of PLMAR, the students are the
foremost consideration of the rules and regulations being
implemented in order to uphold their best welfare. The basic purpose
of policies and regulations, and the articulation of expected standards
of student conduct is to further the mission of the Pamantasan ng
Lungsod ng Marikina. These policies and regulations, referenced on
the vision and mission of PLMAR, enable all the members of the
University to function as a community and ultimately help fulfill its
goals of academic excellence and social responsibility, while also
furthering the core value of integrity.
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The Pamantasan ng Lungsod ng Marikina (PLMar) is the
city government-funded university of Marikina City, envisioned by
then Mayor Marides C. Fernando as a higher education institution
that will provide an affordable and accessible tertiary education to
the city residents. It was established through City Ordinance No.015
Series of 2003 passed by the Marikina City Council on January 22,
2003.
From its foundation, PLMar has witnessed the growth of its
student population from the initial 1,424 taking up its various course
offerings. To date, PLMar has produced graduates who passed the
Professional Regulation Commission national board examinations for
nurses, teachers, and criminologists, all surpassing the national
passing ratings. It has also its share of board topnotchers in the
licensure examination for teachers and nursing board examination.
Today, PLMar gears its programs toward attaining
academic excellence with social responsibility, accountability and
integrity. PLMar is the bastion of a vibrant community of citizens
who are proud of their roots and have commitment for the common
good of Marikina City.
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The official seal of the PLMar bears the inscriptions
Pamantasan ng Lungsod ng Marikina and the year 2003 which refers
to the founding of this university. The mountains represent the ranges
of the Cordillera and Sierra Madre between which the Marikina
Valley nestles, the valley being traversed by the Marikina River.
The rising sun points to the eastern location of Marikina,
the rays of the sun representing the 16 barangays of the city.
The gear symbolizes its industries while the shoe last, the
traditional cottage industry of the city, the shoe industry.
The torch represents the noble ideas for human
development for a better quality of life.
The bamboo emphasizes the resilience of the Marikina
people from injurious events of the past.
The book represents an open vessel of the never-ending
quest for education, a tool for competency and advancement in life.
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Pamantasan ng Lungsod ng Marikina is a progressive
higher educational institution fostering competent, compassionate,
and creative learning community dedicated to the pursuit of
academic excellence, character formation, and social responsibility
and accountability.

Pamantasan ng Lungsod ng Marikina (PLMar) is committed to . . .
1.

Providing

accessible

quality

education,

resources,

opportunities, and services for student development;
2.

Promoting holistic approach in lifelong learning leading to
better quality of life;

3.

Building an empowered, resilient, and supportive learning
community of agents for positive change.
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“1PLMar4 Pag-asa”
PLMar’s vision of a model university meeting global
challenges, producing disciplined and excellent leaders is best
captured by its product – the students, who are the hope of their
families, communities, and country.
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QUALITY POLICY
Pamantasan ng Lungsod ng Marikina (PLMar) is committed
in producing work-ready, career-focused and community-oriented
graduates through effective and efficient organizational system
consisting of individuals with professionalism and sinewy sense of
caring, service and collaboration.
OBJECTIVES
1.

Expand access to quality higher education among lower
income and disadvantaged groups;

2.

Improve quality and standards of higher education, raise
the level of educational outcomes and increase the social
relevance of its development functions; and

3.

Rationalize higher education, improve its internal and
external efficiency, optimize resource utilization and
maximize resource generation.

Marikina Hymn

Marikina Aking Hirang
Bayan naming minamahal
Sa’yong puso ay may buhay
Ang paglaya’t angking dangal

Marikina , ika’y dakila
Hiyas na tangi nitong bansa
Marikina idadambana
Ang giting mo’y di mawawala
Student Manual
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PLMar Hymn
Written by: Dr. Erico M. Habijan
Music by: Dr. Elsa L. Batalla

Pamantasan ng Lungsod ng Marikina
Aming ina minamahal at sinisinta
Karangalan sa dunong at kaalaman
Lugod na iniingatan, ang dalisay mong pangalan
Sa tuwina’y gabay ka, kasama sa aming buhay

Disiplina at kahusayan: mabuting panlasa
Kami’y hinubog na

Pamantasan ng Lungsod ng Marikina
Ilaw kang tunay, sa karimlan kaagapay
Luwalhati at pag-asa ng bayan
Sulong sa kaunlaran ‘yan ang diwa ng PLMar
Sulong sa kaunlaran ‘yan ang diwa ng PLMar

The PLMar Hymn is sung in all ceremonial festivities of the
University such as graduation, flag-raising ceremony, awarding,
testimonials and founding anniversary.

The PLMar Hymn was

written by Dr. Erico M. Habijan and set into music by Dr. Elsa L.
Batalla, both of whom served as PLMar University Presidents.

Student Manual

P a g e |6

Student Manual

P a g e |7

GRADUATE PROGRAMS
❖

Doctor of Philosophy in Business Management (PhDBM)

❖

Doctor of Philosophy in Public Administration (PhDPA)

❖

Doctor of Philosophy in Education major in Educational
Leadership and Management (PhDELM)

❖

Master of Arts in Education major in Educational
Management (MAEd)

❖

Master in Business Administration (MBA)

❖

Master in Public Administration (MPA)

❖

Master of Arts in Filipinology (MAFil)

UNDERGRADUATE PROGRAMS
COLLEGE OF ARTS, SCIENCES AND EDUCATION
Bachelor of Secondary Education
❖

Major in Filipino

❖

Major in Mathematics

COLLEGE OF CRIMINOLOGY
Bachelor of Science in Criminology
COLLEGE OF MANAGEMENT AND TECHNOLOGY
Bachelor of Science in Business Administration
❖

Major in Financial Management

❖

Major in Human Resource Management

❖

Major in Marketing Management

Bachelor of Science in Entrepreneurship
Bachelor of Science in Hospitality Management
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Bachelor

of

Business

Administration,

Major

in

Entrepreneurship in Shoe and Leather Craft
Technology
COLLEGE OF HEALTH AND SCIENCES
Bachelor of Science in Nursing
TESDA PROGRAMS
Caregiving NCII
Bread and Pastry Production NCII
Cookery NCII
SENIOR HIGH SCHOOL PROGRAMS
Academic Track
❖

ABM

Strand

(Accountancy,

Business

and

Management)
❖

HUMSS Strand (Humanities and Social Sciences)

❖

STEM Strand (Science, Technology, Engineering
and Mathematics)
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Pursuant to Section 12 of Republic Act No. 9163, otherwise
known as the National Service Training Program (NSTP) Act of 2001,
states that all incoming freshmen, both male and female, students are
required to complete one (1) NSTP component for a period of one
year (2 semesters) as a requirement for graduation. The NSTP aims
to promote the civic consciousness among youth and help in
developing their physical, moral, spiritual, intellectual, and social
well-being. Also, the program will motivate the students to inculcate
in their minds the ideals of patriotism and nationalism.
NSTP COMPONENT OFFERED BY PLMAR
•

RESERVE OFFICERS’ TRAINING COURSE (ROTC)
This refers to the program component institutionalized
under Section 38 and 39 of the Republic Act No. 7077,
designed to provide Military Training to tertiary level
students in order for them to be motivated in mobilizing,
organizing and defense preparedness training.

•

LITERACY TRAINING SERVICE (LTS)
This refers to the program component of NSTP designed to
train the students to teach literacy and numeracy skills to
school children, out-of-school-youths (OSY) and other
segments of society which are considerably in need of their
services.

•

CIVIC WELFARE TRAINING SERVICE (CWTS)
This refers to the program component of NSTP contributory
to the general welfare and the betterment of life for the
members of the community and the enhancement of their
facilities, especially those devoted to health improvement,
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environment, safety and other social welfare services. The
Boy Scout of the Philippines (BSP) Marikina Chapter is one
of the service providers of the CWTS program of PLMar.
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ARTICLE I
ACADEMIC INFORMATION
Section 1. STUDENT CLASSIFICATION
1.1.

According to Year Level

1.1.1.

A freshman is a student in the first year of the
curriculum.

1.1.2.

A sophomore is in the second year of the curriculum.

1.1.3.

A junior is a student in the third year of the
curriculum. He/she has completed the prescribed
subjects of the first and second years of the
curriculum or has finished more than fifty percent
(50%) but less than seventy-five percent (75%) of the
total number of units required in his/her program.

1.1.4.

A senior is a student in the fourth year of the
curriculum. He/she has completed the prescribed
subjects of the first, second, and third years of the
curriculum or has finished seventy-five percent
(75%) or more of the total number of units required
in his/her program.

1.2.

According to Load Assignment

1.2.1.

A student who carries the full load as programmed in
the curriculum of his/her academic program is
classified as a regular student;

1.2.2.

A student who carries less than the full load as
programmed is classified as an irregular student.

1.3.

According to the Nature of Admission

1.3.1.

New Students

1.3.1.1.

Freshmen are newly admitted first year
students.

1.3.1.2.

Transferees are students admitted to PLMar
with previous education at any CHED or
TESDA recognized/accredited schools.

1.3.2.

Old Students
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1.3.2.1.

A returnee is a student with an approved
Leave of Absence (LOA) who is allowed to reenroll in the University.

1.3.2.2.

A shifter is a student who is allowed to
transfer from one academic program to
another.

1.3.2.3.

A readmitted student is a student with a
disciplinary case of absence without Leave
(AWOL) but is considered for readmission by
the College Dean/Program Head.

Section 2. ADMISSION POLICY
2.1.

Admission to the Pamantasan ng Lungsod ng Marikina
is open to all Marikina City residents and non-residents
as prescribed by the provisions of Ordinance No. 064
series of 2009.

2.2.

No student shall be denied admission to this University
by reason of age, sex, nationality, religious belief, or
political affiliation. However, all students seeking
admission must be subject to the regulations for
admission prescribed by the Pamantasan and the Board
of Trustees.

2.3.

Every applicant for admission must be physically fit as
determined by the University Health Services.

2.4.

Only duly enrolled students shall be admitted to the
classes in which they are enrolled.

2.5.

Freshmen and transfer applicants shall follow the
Admission procedures which are as follows:

2.5.1.

Submit an accomplished application form together
with all the required documents to the Office of
Admissions;

2.5.2.

Pay the entrance examination fee to the Cashier and
get the examination schedule;

2.5.3.

Get the results of the examination;

Student Manual

P a g e | 13

2.5.4.

Undergo an interview for those who passed the
entrance examination.

2.6.

Students who passed the PLMar College Admission Test
(PCAT) and have submitted all requirements are eligible
for admission in the University.

2.7.

Incoming Freshmen must submit to the Office of
Admissions

the

following

requirements

before

enrolment:
2.7.1.

Two (2) pcs. recent 2x2 colored ID picture with
Name Tag and White Background;

2.7.2.

Any Government – issued Primary ID (with address)
of parent/student-applicant with (1) photocopy

2.7.3.

Form 138 (Senior High School Report Card) with one
(1) photocopy;

2.7.4.

Certification of Good Moral Character with one (1)
photocopy;

2.7.5.

Birth Certificate issued by Philippine Statistics
Authority (PSA) with one (1) photocopy;

2.7.6.

Certificate of Good Moral Character) with one (1)
photocopy;

2.7.7.

Certificate of Rating (ALS Passer)

2.7.8.

Photocopy of Marriage

Certificate

issued

by

Philippine Statistics Authority (PSA) with one (1)
photocopy (for Married Woman only)
2.8.
2.8.1.

Transferees must submit the following:
Transfer Credentials/Honorable
Dismissal/Certificate of Eligibility to Transfer;

2.8.2.

Complete true copy of grades/Transcript of Records
(for evaluation purposes) from previous school/s;

2.8.3.

Original and photocopy of birth certificate, PSA
verified;

2.8.4.

Certificate of Good Moral Character issued by the
Office of Student Affairs or the Dean of the school
previously attended.
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2.8.5.

Photocopy of Marriage

Certificate

issued

by

Philippine Statistics Authority (PSA) with one (1)
photocopy (for Married Woman only)
2.9.

A returning student must present the following
requirements:

2.9.1.

Complete true copy grades issued by the Registrar’s
Office;

2.9.2.

Duly approved letter of request to the college
dean/program head stating the student’s intention
to continue his/her scholastic studies at PLMar.

2.9.3.

Copy of the Approved Leave of Absence

2.9.4.

Returning student clearance

2.10.

A readmitted student must present to the Dean the
following requirements:

2.10.1.

Complete True copy of grade from the Registrar’s
Office for evaluation and approval of the Dean;

2.10.2.

Probation Contract signed by the student and his
parent/guardian;

2.10.3.

Letter of intent.

*Only second year students are eligible for transfer to the University
depending on the approval of the Vice President for Academics
Services based on the residency requirement of a student to graduate
at PLMar.
GUIDELINES FOR THE GRANT OF
FREE TUITION FEE
(City Ordinance No. 64, Series of 2016)
1.

Entitlement and Availment of Free Tuition Fee
The grant of Free Full Tuition Fee shall be accorded to
bonafide Marikina residents, who are admitted for
enrollment in the Pamantasan ng Lungsod ng Marikina
(PLMar) beginning the Academic Year 2017-2018.

2.

Coverage
a.

The grant shall be extended to continuing, new,
returning and transferee students who have
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shown satisfactory proof of residence in the City
of Marikina for a period of six months preceding
the date of the admission;
b.

As provided for by the Ordinance, the grant shall
cover the payment of full tuition fee for any
Bachelor’s Degree Program offered by PLMar.
The

grant

does

not

cover

payment

for

miscellaneous fees and other reasonable charges
as may be imposed in accordance with the PLMar
Charter and Board of Trustees Resolutions.
Likewise, this grant does not apply for availment
of a Second (2nd) Degree Program and Graduate
Programs.
3.

Eligibility
a.

A qualified student shall be eligible for free
tuition fee only for the prescribed duration of the
program or course initially enrolled. In case a
student is unable to complete the program within
the period provided for by the curriculum, the
student shall no longer be eligible for the
aforesaid grant. The student shall thereafter
undertake the payment of the tuition fee and
other expenses of the semester(s) in excess
thereof.

b.

Further, the free tuition fee shall only apply to
subjects enrolled for the first time. In cases of
overload and failed subjects, including those
which were officially dropped or withdrawn by
the qualified student, the said student is required
to pay the applicable tuition fee of the subject to
be added or retaken based on the applicable Unit
Rate.

c.

In cases of working students, who opted to take
less than the required unit per semester due to
their work schedule and cannot complete the
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program within the prescribed period, the
Pamantasan shall provide a consideration in
extending the grant, provided that;
i.

the residency of such student shall not
exceed an additional four (4) semesters
on the same course or program;

ii.

upon presentation of documentary
proof of actual employment during the
relevant period;

d.

Likewise,

the

Pamantasan

may

grant

consideration for extending the aforesaid grant
in justifiable cases, subject to the reasonable
determination of the University President;
4.

Application of Admission, Retention, and Tenure Policies,
and other Rules on Enrollment

5.

The grant of full tuition fee shall be subject to the
admission, retention, and tenure policies of the PLMar and
other rules and regulations on enrollment as prescribed by
the Board of Trustees
Establishing Residency
Primary Proof of Residency
ANY of the following that bears the address of the
applicant/parents issued six months prior to the
application that establishes residency in the City of
Marikina.
UMID Card (SSS and GSIS)
Voter’s ID
Driver’s License
Senior Citizen ID
PWD ID
PRC ID
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Section 3. ENROLLMENT AND CROSS ENROLLMENT
3.1.

A student is considered officially enrolled in the
University when:

3.1.1.

He/she has submitted all requirements;

3.1.2.

He/she has paid the tuition;

3.1.3.

His/her Enrollment Form (Form 1) is stamped
“OFFICIALLY ENROLLED”.

3.2.

No student shall be allowed to enroll beyond the
enrollment period.

3.3.

The procedure for enrollment for new and old students
is as follows:

3.3.1.

Present the Pre-Enrollment Form (Form 1a) to the
program adviser for enlistment;

3.3.2.

Get the schedule from the adviser and fill up the
Enrollment Form (Form 1)

3.3.3.

Secure the approval of the Dean/his representative

3.3.4.

Proceed to the Accounting Office for assessment;

3.3.5.

Pay the fees at the Cashier

3.3.6.

Have the Form 1 stamped “ENROLLED” at the
Registrar’s Office.

3.3.7.
3.4.

Get class cards.
When a student is officially enrolled, it is understood
that he / she is enrolled for the duration of the entire
term or school year, regardless of whether or not school
fees have been fully paid.

3.5.

No student shall be considered officially enrolled unless
all enrollment requirements are submitted before the
end of the enrollment period of the school term.

3.6.

A student of PLMar first enrolls courses offered by his
college for the program he was admitted into. Should
he need to take course/s in another program of another
college of the University, he must get the permission of
his Dean and the favorable endorsement to the other
Dean to enroll the needed course/s.
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3.7.

Cross Enrollment in other schools may be allowed only
on the following reasons:

3.7.1.

Student is graduating;

3.7.2.

Course to take is not offered during the particular
term or no longer offered by the university.

3.7.3.

The subject is closed, dissolved or in conflict with
another subject, and the student is in his/her
terminal term

3.8.

Cross enrollment may be granted under the following
conditions:

3.8.1.

The course description of the subject taken in the host
school is similar to that of the home school.

3.8.2.

Students cannot cross-enroll in more than one school
per term.

3.9.

The procedure for cross-enrollment in another school is
as follows:

3.9.1.

The student will submit a letter of request for crossenrollment to the respective Dean.

3.9.2.

Seek the recommendation of the program head and
approval of the dean

3.9.3.

Submit the approved request to the Office of the
University Registrar

3.10.

The Office of the Registrar (OUR) issues the cross
enrolment permit.

3.11.

Submit a copy of enrollment/registration form of the
cross-enrolled

course

to

the

PLMar-OUR

after

enrollment.
3.12.

The student must request the Registrar’s Office where he
has cross- enrolled to provide the PLMar Registrar’s
Office the official record of grades not later than thirty
(30) days from the end of the term.

3.13.

Student Number
Every student admitted to the PLMar is assigned a unique
student number.
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The student should carefully indicate his student
number in his enrollment form and other forms and
transactions that require it.
3.14.

The Maximum Residency Rule (MRR), the length of time
within which a student should finish his/her course,
shall be equivalent to regular time needed plus two (2)
years. The following rules apply;

3.14.1.

Duly approved leave of absence (LOA) shall not be
counted as part of the residency of a student.

3.14.2.

In cases where the student has shifted courses, the
residency shall be reckoned from the date of
admission to the University.

3.14.3.

Non-paying students who have not completed their
degree programs even after the allowable grace
period shall forfeit their full scholarship privileges.
Therefore, they shall be made to pay their
matriculation and other fees if they choose to finish
their degree programs at PLMAR.

Class size in every subject shall be determined by the
school taking into account the following:
a.

Total absorption capacity of its facilities;

b.

The level of instruction;

c.

The nature of the subject, and

d.

Such other factors as may be conducive to the
teaching-learning process.

The class size limits for both tertiary institutions and
basic education schools are discussed below:
a.

For lecture classes, a minimum class size of 40

b.

For language classes, a maximum class size 35

c.

For laboratory classes, a minimum class size of
35
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Section 4. ACADEMIC LOAD
4.1.

A student, unless graduating, shall not be allowed to
enroll more than the number of units programmed in
the curriculum.

4.2.

The overload of graduating students is limited to six
units for the year.

4.3.

Load for summer term shall not exceed nine units.
Students graduating in the summer term may enroll 12
units. The following students may not be given full load:

4.3.1.

Students who are working full time or part time
outside the University;

4.3.2.

Students with warning or on probationary status;

4.3.3.

Students with health problems.

4.4.

Unless covered by the preceding provision, or with
academic deficiencies, a student must seek to enroll the
full load.

4.5.

A student is expected to remove his deficiencies and
regain regular status as soon as possible.

4.6.

Enrollment for simultaneous PE courses should follow
the procedure for overload.

Student must take the

Physical Education one course at a time.

However,

graduating students may be allowed to take PE courses
simultaneously.
4.6.1.

The procedure for overload is as follows:

4.6.1.1.

The student submits a letter of request for
overload to his/her Dean

4.6.1.2.

Seek the approval/recommendation of the
Dean/ Program Head.

4.6.1.3.

Submit the recommendation to the Registrar’s
Office.

4.6.1.4.

Follow procedure of enrollment/revision of
load.
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Section 5. SPECIAL AND PETITION CLASSES
5.1.

A SPECIAL CLASS is a course offered by the Office of
Dean out of schedule as programmed to enable students
to remove deficiencies and regain regular status.

5.2.

A PETITION CLASS is a course requested by students to
avoid delay in their graduation because of their failure
to complete on schedule the requirements of their
program.

5.3.

A minimum number of 35 students is required for a
Special Class to continue.

5.4.

In the absence of the minimum number, students
enrolled in a Special Class may request for its conversion
to a PETITION CLASS.

5.5.

The Office of the Dean assigns the faculty member to
handle the Petition Class and determines its schedule.

5.6.

A Petition class is offered upon the approval of the Office
of the Vice President for Academic Services on the
recommendation of the Office of the Dean and the
favorable endorsement of the Office of the University
Registrar.

5.7.

The University does not favor Petition Classes which are
tutorial.

5.8.

The procedure for requesting a Petition Class is as
follows:

5.8.1.

Fill up/Accomplish Petition Class form available at
the Registrar’s Office;

5.8.2.

Secure the recommendation of the Dean and the
assignment of the faculty member and class schedule;

5.8.3.

Seek the endorsement of the University Registrar;

5.8.4.

Get the approval of the OVPAA;

5.8.5.

Complete the procedure for enrollment or load
revision, whichever is applicable.
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Section 6. PREREQUISITES
6.1.

A student shall not be permitted to take advance courses
unless he has satisfactorily passed their prerequisites.

6.2.

Courses enrolled without the necessary prerequisites
shall not be credited regardless of the grades obtained.

Section 7. COURSE SUBSTITUTION
7.1.

For degree programs, required courses which are not
offered anymore may be substituted with allied courses
with the same number of units of credit.

7.2.

The procedure for course substitution is as follows:

7.2.1.

Secure favorable endorsement of Program Head

7.2.2.

Seek approval/recommendation of the Dean

7.2.3.

Submit the recommendation to the Registrar’s Office.

Section 8. REVISION OF LOAD
8.1.

Load may be revised as follows:

8.1.1.

Change of schedule of the same course

8.1.2.

Add new course/s to load

8.1.3.

Drop course/s

8.1.4.
8.2.

Combination of add, drop and change of schedule
Change of schedule is allowed in the following case:

8.2.1.

Course is dissolved;

8.2.2.

Conflict of class schedules

8.2.3.

Change

of

schedule

is

allowed

during

the

(enrollment) Load Revision period only.
8.3.
8.3.1.

The procedure for change of schedule is as follows:
Fill up/Accomplish Load Revision form available at
the Registrar’s Office;

8.3.2.

Secure the approval of the Dean/Program Head and
have your name enlisted;

8.3.3.

Have the form validated by the Registrar’s Office.

8.3.4.

Keep the student copy for record and reference
purposes.
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8.4.

Dropping of course is allowed before the midterm
examination. A “WP” (Withdrawal with Permission)
shall be recorded for officially dropped courses.

8.5.

For reason of health and similar emergencies, a student
may request to withdraw from his program even after
having taken the Midterm examinations.

8.6.
8.6.1.

The following is the procedure for dropping:
Fill up/Accomplish Dropping form available at the
OUR;

8.6.2.

Seek the endorsement of the professor;

8.6.3.

Secure the approval of the Dean/Program Head;

8.6.4.

Submit the form to the Registrar’s Office before the
midterm examination schedule for validation; the
student keeps a copy for record and reference
purposes.

8.7.

If course is dropped during the enrollment and Load
Revision period, the student’s name is cancelled in the
class list;

8.8.

Adding of course is allowed during the enrollment
period and Load Revision upon the approval of the
Dean/Program Head.

8.9.
8.9.1.

The procedure for adding is as follows:
Accomplish the Load Revision form available at the
Registrar’s Office;

8.9.2.

Secure the approval of the College Dean/ Program
Head;

8.9.3.

Pay the required fee at the Cashier;

8.9.4.

Have form validated by the Registrar’s Office;

8.9.5.

Keep the student copy.

Section 9. SHIFTING
9.1.

A student admitted to PLMar who wishes to change
major or program must meet the grade and residency
requirement of his chosen major/program. Shifting of
program shall be done prior to enrollment
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9.2.

The procedure for shifting is as follows:

9.2.1.

Secure and accomplish the Application Form for
Shifting available at the Registrar’s Office

9.2.2.

Seek approval and recommendation of the current
program head/Dean

9.2.3.

Seek the approval/recommendation of the new
Dean/Program Head.

9.2.4.

Submit the approved application to the Office of the
University Registrar for validation

9.2.5.

To enroll, follow procedure for old students.

Section 10. CREDIT TRANSFER
10.1.

A student admitted to PLMar for a second degree or as a
transferee

is

required

to

submit

Transfer

Credential/Honorable Dismissal and complete official
transcript of records with remarks: “Copy for
Pamantasan ng Lungsod ng Marikina” from previous
college or university.
10.2.

Courses are credited if the required grade for the chosen
program is met.

10.3.

Credits earned from other colleges or universities are
reviewed and evaluated by the Program/Department
Head who recommends to the Dean for approval the
credit transfer of courses equivalent to the requirements
of PLMar.

10.4.

Approval of credit transfer by the Dean should be noted
and validated by the University Registrar

10.5.

The procedure for credit transfer is as follows:

10.5.1.

Fill out the Credit Transfer Form available at the OUR
and Present with a copy of the transcript of records
to the Program Head together with a copy of the
course descriptions for records evaluation;

10.5.2.

Secure the favorable endorsement of the Program
Head

10.5.3.

Seek the approval of the Dean
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10.5.4.

Submit the approved form to the University Registrar
for validation

Section 11. ATTENDANCE
11.1.

Students are required to attend classes from the first
meeting of every course. Time lost due to late enrolment
is considered an absence.
A student shall be considered absent from the class if:

11.1.1.

He/she is 10 minutes late in a one-hour class;

11.1.2.

He/she is 15 minutes late in a one-and-a-half-hour
class;

11.1.3.

He/she is 20 minutes late in a two-hour class; and

11.1.4.

He/she is 30 minutes late in a three-hour class.

11.2.

Three incidences of tardiness are considered an absence.
A student who has incurred absences of more than 20%
of the prescribed total number of hours in a given course
shall be automatically dropped. Unless allowed to drop
officially, concerned students are given UD for the
course.

11.3.

The allowed number of absences is as follows:
a.
b.
c.
d.
e.
f.
g.
h.
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For a 3-unit subject
meeting 3 hrs. once
weekly
For a 3-unit subject
meeting 1½ hrs. 2x
weekly
For a 3-unit subject
meeting 1 hr. 3x weekly
For a 6-unit subject
meeting 3 hrs. a week
For a 6-unit subject
meeting 3 hrs. 2x weekly
For a 6-unit subject
meeting 2 hrs. 3x weekly
For a 5-unit subject
meeting 1 hr. daily
For a 2-unit subject
meeting 2 hrs. once a
week

3 absences
6 absences
9 absences
6 absences
5 absences
9 absences
10 absences
2 absences
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i.

For a 2-unit subject
meeting 2 hrs. twice a
week
j. For a 5-unit lab subject
meeting 9 hrs. weekly
k. For a 5-unit lab subject
meeting 7 hrs. weekly
l. For a 4-unit lab subject
meeting 5 hrs. weekly
m. For a 5-unit lab subject
meeting 4 hrs. weekly
11.4.

4 absences
12 absences
9 absences
7 absences
7 absences

Notices for sickness and other reasons do not minimize
absences incurred. Exception is made in cases such as
accidents or illness necessitating hospitalization of more
than two (2) weeks, and in which case the student is
given extra assignments to make up for work missed
upon presentation of medical certificate/s for the
purpose. The school reserves the right to validate
supporting documents presented by the student.

11.5.

A student who participates in any school-sponsored
activity or represents the University in an official
capacity

is

considered

recommendation

excused

of

the

upon

the

Faculty-

Coordinator/Department Head/Dean concerned. The
student has to present supporting documents to the
concerned faculty.
Section 12. EXAMINATIONS
12.1.

For the evaluation of performance in their courses,
students have to take two major examinations, namely,
Midterm and Final.

12.2.

The approved Enrollment Form officially validated by
the Accounting Office serves as the examination permit.

12.3.

A student who failed to take the examination must take
up his case to the Office of the Student Affairs and
approved by his/her College Dean.

12.4.

A student may be given an INCOMPLETE for failing to
take the Final Examination only.
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Section 13. INCOMPLETE AND COMPLETION EXAMINATION
13.1.

A student shall incur an INCOMPLETE for failure to
comply with a major requirement of the course or for
missing the final examination on account of illness or
other valid reason.

13.2.

The INCOMPLETE must be removed/complied within
one year; otherwise a student shall automatically be
given a failing grade for the requirement/examination.

13.3.

Completion examination must be taken as scheduled by
the Professor

13.4.

A student who missed to take the completion
examination as scheduled shall receive a failing grade
for the examination.

13.5.

The procedure for completion examination is as follows:

13.5.1.

Accomplish the Request for Completion available at
the Registrar’s Office;

13.5.2.

Secure the endorsement of the College Dean/
Program Head;

13.5.3.

Pay the required fee at the Cashier;

13.5.4.

Have the receipt validated by the Accounting Office;

13.5.5.

Present the validated receipt to secure the completion
form in order to take/make the completion

13.5.6.

Fill-out the form and submit to the instructor

13.5.7.

The instructor forwards the accomplished form with
completion grade to the Dean for approval

13.5.8.

The Dean forwards the approved completion form to
the OUR

Section 14. WITHDRAWAL FROM PROGRAM AND CANCELLATION
OF ENROLLMENT
14.1.

A student who after enrollment wishes to discontinue his
studies should accomplish the Program Withdrawal
Form and follow its procedure for dropping all his
courses.
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14.2.

The enrollment of a student who officially withdrew
from his program during the enrollment and load
revision period is deemed cancelled. No record of
enrollment and grade shall be reported for all the
courses dropped during the semester.

14.3.

A student who officially withdrew after the load revision
period until the deadline given before midterm will
obtain a WP for all the courses he dropped.

14.4.

Official withdrawal from the program may be done
until before the midterm examination.

14.5.

The procedure for withdrawal from the program is as
follows:

14.5.1.

Accomplish the Program Withdrawal form;

14.5.2.

Seek the endorsement of each professor;

14.5.3.

Secure the approval of the Dean/Program Head;

14.5.4.

Submit the approved form to the Registrar’s Office;

14.5.5.

Keep the student copy for record and reference
purposes.

14.6.

For reason of health and similar emergencies, a student
may request to withdraw from his program even after
having taken the Midterm examinations depending on
the approval of the Dean.

14.7.

New students; namely freshmen and transferee, who
officially withdrew from their programs after the
enrollment period but not later than the load revision
period, should request for cancellation of their
enrollment to get back their admission credentials in
case they intend to continue their studies in other
schools.

14.8.

The procedure for cancellation of enrollment are as
follows:

14.8.1.

Submit a written request for cancellation to the Office
of the Dean, with the approved copy of the Program
Withdrawal Form attached. The request must be
noted by the parent or guardian.

Student Manual

P a g e | 29

14.8.2.

Seek the recommendation/endorsement of the Dean
for the Office of the University Registrar.

14.8.3.

Secure the necessary clearances.

14.8.4.

Submit the recommendation of the Dean to the Office
of the University Registrar for approval.

14.9.

Upon approval of the request, the admission credentials
shall be given back to student who should sign for their
receipt.

Section 15. PE & NSTP PROGRAM
15.1.

Completion of Physical Education (PE) and National
Service Training Program (NSTP) are requirements for
graduation.

15.2.

The NSTP has three (3) components; namely, Reserve
Officers’ Training Corps (ROTC), Literacy Training
Service (LTS) and Civic Welfare Training Service
(CWTS).

15.3.

Each component consists of two courses each of which
has three (3) units of credit.

15.4.

To graduate, a student is required to complete four (4)
PE courses and one component of NSTP.

15.5.

PE and NSTP courses are programmed to be taken in the
first and second years.

15.6.

All students of degree programs are enjoined to
complete the PE and NSTP courses as programmed.
Failure to do so may upset their academic

load and

delay their graduation.
Section 16. REQUEST FOR ACADEMIC RECORDS AND RELATED
SERVICES
16.1.

A student who wishes to obtain copies of his/her
academic records or avail of records-related services
should take up the matter with the Office of the
University Registrar.

16.2.

The procedure for such requests are as follows:
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16.2.1.

Accomplish the applicable request form at the
Registrar’s Office

16.2.2.

Secure the necessary clearances.

16.2.3.

Pay the required fees at the Cashier

16.2.4.

Submit the paid for request at the Registrar’s Office
and wait for the schedule of release.

16.3.

The requested records may be released only to the owner
upon presentation of the receipt/claim slip and his ID.

16.4.

A written authorization of the owner supported by his
ID is required to release records to a representative, who
will be also be required to present his ID

Section 17. LEAVE OF ABSENCE AND TRANSFER CREDENTIALS
17.1.

Leave of Absence (LOA)

17.1.1.

A student may file a leave of absence (LOA) for one
semester to be approved by the Dean/Program Head
and endorsed to the University Registrar before the
end of the enrollment period of the term he/she
intends not to enroll.

17.1.2.

A student loses regular status if his/her LOA exceeds
one academic year.

17.1.3.

A student who returns from a LOA should inform the
Dean/Program Head of his intention to enroll at least
a week before the start of the enrollment period.

17.1.4.

A student who fails to file an LOA form shall be
considered Absent without Leave (AWOL). He may
only

be

readmitted

on Probation

recommendation of the

upon

the

Dean/Program Head.

His/her privileges for the free tuition/voucher may
also be affected.
17.2.

Transfer Credentials

17.2.1.

Transfer Credentials or Certificate of Eligibility to
Transfer shall be issued to student who voluntarily
withdraws from the University to seek admission in
another college/university.
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17.2.2.

Transfer Credentials or Certificate of Eligibility to
Transfer shall be issued only once.

17.2.3.

A student who has applied for Transfer Credentials
must be cleared of all accountabilities.

17.2.4.

A student who has suffered the penalty of Expulsion
is not entitled to the issuance of Transfer Credentials.

17.2.5.

A student who is issued Transfer Credentials shall not
be

readmitted to the University.

Section 18. ACADEMIC PROBATION AND RETENTION POLICY
18.1.

Each Department shall implement the following
retention policy:

18.1.1.

First year students who incur failures of nine or more
units or the equivalent of one half of their load in
their first semester shall be allowed to enroll on
Probation in the second semester.

18.1.2.

Old Students, except those in the senior year, who fail
in nine or more units, shall not be readmitted in the
succeeding

semester. In the application of this rule

unrevoked failures and

repeated failures in the

same course/s shall be taken into

account. The

same rule applies to students who do not carry

the

full load and fail one-half of the load.
18.1.3.

Students On Probation must:

18.1.3.1.

Not have a failing grade in any academic
course;

18.1.3.2.

Satisfy the required grade of the department;

18.1.3.3.

Not violate any rule or regulation of the
school nor be subjected to any disciplinary
action;

18.1.3.4.

Consult the Department Head concerned
about any academic problem.

18.2.

A student placed On Probation for two successive
semesters shall be dropped from the roll of his/her
program and shall be advised to shift to another
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program, if he fails to meets all the conditions of his
probation.
18.3.

A student placed On Probation for three successive
semesters shall be dropped from the roll of the
University, if he fails to meet all the condition of his
probation.

Section 19. GRADING SYSTEM
Students will be rated in accordance to the following system:
GRADES
1.00
1.25
1.50
1.75
2.00
2.25
2.50
2.75
3.00
5.00
INC

PERCENTILE
(PERCENTAGE)
96 – 100
93 – 95
90 – 92
87 – 89
84 – 86
81 – 83
78 – 80
76 – 77
75
74 and below

UD
WP
19.1.

REMARKS
(ADJECTIVAL
RATING)
Excellent
Outstanding
Very Good
Very Good
Good
Good
Satisfactory
Satisfactory
Fair
Failed
Incomplete
Unofficially
Dropped
Withdrawal with
Permission

Removal examinations shall be given to students who
obtained a rating of 74.1 to 74.99 within fifteen (15)
school days after the finals.

19.2.

A student who fails to comply with any major of the
requirements prescribed in a particular course is given
a grade of Incomplete (INC).

19.3.

Completion of incomplete grades is the responsibility of
students.

19.4.

A grade of INC is removed upon compliance with the
prescribed requirement. Completion must be done
within one semester. The completion grade report must
be forwarded to Registrar’s Office not later than one
week after compliance with the requirement.
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19.5.

A student who officially withdrew is given a WP for the
course/program.

19.6.

A student who failed to drop officially is given a UD
which is equivalent to a grade of 5.0.

19.7.

The Weighted Average of a student is computed as
follows:

Section 20. EXCLUSIVE OF PE & NSTP
Semester
First

Course
Math 1
Soc Sci 1
Eco
Computer 1
English 1
Filipino 1
HRM 1

TOTAL
•

Credit
Units
3
3
3
3
3
3
3
21

Grade
Points
1.25
2.0
2.25
1.75
1.5
1.0
2.5
12.25

Computation of Weighted Average:
Formula: Weighted Average (WA) =
e.g. WA =

•

Credit
Points
3.75
6
6.75
5.25
4.5
3
7.5
36.75

𝑇𝑜𝑡𝑎𝑙 𝐶𝑟𝑒𝑑𝑖𝑡 𝑃𝑜𝑖𝑛𝑡𝑠
𝑇𝑜𝑡𝑎𝑙 𝐶𝑟𝑒𝑑𝑖𝑡 𝑈𝑛𝑖𝑡𝑠
36.75
21

= 1.75

Computation of Cumulative WA or the General Weighted
Average

Year Level
First
Second
Third
Fourth
TOTAL

Semester
First
Second
First
Second
First
Second
First
Second

Credit
Units
21
21
24
24
24
24
24
24
186

Credit
Points
36.75
42
42.72
48
36
54
57.12
33.12
349.71

Formula: General Weighted Average (GWA) =
e.g.
Student Manual

GWA =

WA
1.75
2.0
1.78
2.0
1.5
2.25
2.38
1.38

𝑇𝑜𝑡𝑎𝑙 𝐶𝑟𝑒𝑑𝑖𝑡 𝑃𝑜𝑖𝑛𝑡𝑠
𝐶𝑟𝑒𝑑𝑖𝑡 𝑈𝑛𝑖𝑡𝑠
349.71
186

= 1.88
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Section 21. GRADUATION
21.1.

REQUIREMENTS FOR GRADUATION

21.1.1.

Only students who have successfully completed all
the courses included in the curricula shall be eligible
for graduation.

21.1.2.

Students shall not participate in any commencement
activity unless all curricular and non-academic
requirements are completed and all sanctions served.

21.1.3.

Students are required to finish their programs within
the prescribed period.

21.1.4.

Enrollment in the program may be extended to a
maximum of two (2) years for all degree and nondegree programs.

21.1.5.

A candidate for graduation shall file an application
for graduation at the Registrar’s Office at the start of
the first semester of his last academic year.

21.1.6.

A graduating student must clear all deficiencies two
(2)

weeks

before

the

scheduled

posting

of

deficiencies.
21.1.7.

No candidate shall be allowed to join graduation
exercises unless cleared of all accountabilities in the
University.

Section 22. GRADUATION WITH HONORS
22.1.

The Pamantasan Council shall review and deliberate
qualifications of students who are graduating with
honors.

22.2.

The respective Dean/Program Heads, in coordination
with the office of the University Registrar, shall
recommend students graduating with honors.

22.3.

The following General Weighted Average (GWA) shall
be required in granting honors to graduating students:
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HONOR/TITLE
SUMMA CUM LAUDE
MAGNA CUM LAUDE
CUM LAUDE
ACADEMIC EXCELLENCE
22.4.

GWA
1.00 – 1.20
1.21 – 1.40
1.41 – 1.60
1.61 – 1.75

A candidate for Summa Cum Laude (May Sukdulang
Papuri) should not incur a grade lower than “1.50” in
any academic subjects.

22.5.

A candidate for Magna Cum Laude (May Dakilang
Papuri) should not incur a grade lower than “1.75” in
any academic subjects.

22.6.

A candidate for Cum Laude (May Papuri) should not
incur a grade lower than “2.00” in any academic
subjects.

22.7.

A candidate for Academic Excellence (May Kahusayan)
shall not incur a grade lower than “2.25” in any
academic subjects.

22.8.

Guidelines on granting honors to graduating students:

22.8.1.

The final grades of candidates during the last
semester must be submitted a week after the final
exam;

22.8.2.

Only grades in the accredited academic courses in the
curriculum shall be computed;

22.8.3.

The student candidate for honors should have no
failing or incomplete grade and must have carried the
regular load in every semester of his/her course
curriculum.

22.8.4.

The candidate who had irregular load in any
semester may still qualify for academic excellence
provided such irregular status was not to their
academic/scholastic deficiency.

22.9.

The criteria in the deliberation of honors are as follows:

22.9.1.

Has carried the regular load prescribed in his
curriculum;
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22.9.2.

Has completed 75% of his academic courses in the
University;

22.10.

Has been a student of the University for at least three
years.

22.11.

Candidates for graduation who have committed two (2)
minor offenses irrespective of the type or nature of an
offense shall be disqualified for academic honor.

22.12.

The criteria in the deliberation of honors are as follows:

22.12.1. The candidate has carried the regular load prescribed
in his curriculum;
22.12.2. has completed 75% of his academic courses in the
University;
22.12.3. has been a student of the University for at least three
years;
22.12.4. has no failing grade in any course including PE and
NSTP.
22.12.5. Only grades in the accredited academic courses in the
curriculum shall be included in the computation for
honors.
Section 23. UNIVERSITY SCHOLARSHIP PROGRAM
The University scholarship program aims to extend educational
support to the youth of Marikina to ensure acquisition of tertiary
education among its students for their personal and professional
growth and development in pursuit of the City’s thrusts for
Excellence, Discipline and Good Taste.
23.1.

PLMar Institutional Scholarships

23.1.1.

Entrance Scholarship:

23.1.1.1.

Class Valedictorian
•

•
23.1.1.2.
Student Manual

Requirements:
❖

records duly certified by principal

❖

certificate of good moral character

Grant: Full tuition fee

Class Salutatorian
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•

•
23.1.2.

Requirements:
❖

records duly certified by principal

❖

certificate of good moral character

Grant: Partial tuition fee

University Scholarship:

23.1.2.1.

Dean’s list (Full tuition fee Grantee)
•

Requirements:
❖

residency period of one year.

❖

GWA of 1.25 with no grade lower
than 1.5 in all subjects during the
previous semester.

❖
23.1.2.2.

no derogatory record.

Dean’s list (Partial tuition fee Grantee)
•

Requirements:
❖

residency period of one year.

❖

GWA of 1.5 with no grade lower
than 1.75 in all subjects during
the previous semester

❖
23.1.3.

no derogatory record.

Employee Dependents Scholarship
•

Requirements:
❖

no grade lower than 80 or 2.5 in
all subjects

❖

no failing and INC grades in all
semester.

❖
23.1.4.

no derogatory record

Athletic Scholarship
•

Requirements:
❖

residency period of one year;

❖

recommended by the assigned
coach of his/her sport;

❖

no grade lower than 2.5 in all
subjects;
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❖

no failed, INC, UD remarks in all
semester.

23.1.5.

Cultural Scholarship
•

Requirements:
❖

must be a member of any group
under CCA unit.

❖

must have at least one year
residency in any group under
CCA.

❖

recommended by the DIRECTOR;

❖

must have obtained at least 2.50
GWA or higher in the last semester
enrolled in the University.

❖

no failed, INC., UD remarks in all
subjects;

❖

no derogatory record.

❖

must have participated in the
major performances of the group

23.1.6.

Student Assistant Scholarship
•

Requirements:
❖

residency period of one year;

❖

letter of intent;

❖

no grade lower than 2.5 in all
subjects;

❖

no failed ,INC , UD remarks in all
subjects;

❖
23.1.7.

no derogatory record.

Special scholars:
Students who have met the criteria set by the
sponsors/agencies

23.1.8.

City Scholars
Students referred to the university by the local
officials.

23.1.9.

DILG Scholars
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Students who are SK officials or son or daughter of a
Baranggay Official of the City.
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ARTICLE II
NON-ACADEMIC DIRECTIVES
Section 1. STUDENTS RIGHTS AND RESPONSIBILITIES
1.1.

RIGHTS OF THE PLMARIANS
PLMarians shall enjoy the following rights:

1.1.1.

The right to receive, primarily competent instruction
and relevant quality education.

1.1.2.

The right to choose their field of study and to
continue their course therein up to graduation,
except in cases of academic deficiency and
disciplinary regulations.

1.1.3.

The right to school guidance and career counseling
services and in making decisions in selecting works
suited to their capabilities.

1.1.4.

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

1.1.5.

The right to publish a student newspaper and similar
publications, as well as to invite resource speakers
during seminars and other activities of the same
nature.

1.1.6.

The right to form, establish, join and participate in
organizations clubs recognized by the University.

1.1.7.

The right to be free from involuntary contributions,
except those that are approved by their clubs or
organizations.

1.2.
1.2.1.

STUDENTS’ RESPONSIBILITIES
To exert their utmost in the development of their
potentialities for service, particularly by undergoing
an education suited to their abilities, in order that
they may become assets to their families and the
society;
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1.2.2.

To uphold the academic integrity of the University,
endeavor to achieve academic excellence through
conscientious and diligent study, and abide by
University rules and regulations governing their
academic responsibilities and moral integrity;

1.2.3.

To promote and maintain the peace and order of the
University by observing the rules of discipline, and by
exerting efforts toward the attainment of harmonious
relationships with fellow students, faculty, and other
school personnel;

1.2.4.

To participate in the promotion of the general
welfare, particularly in the social, economic, and
cultural development of the community toward the
attainment of a just, compassionate, and orderly
society;

1.2.5.

To exercise their rights responsibly with the
knowledge that they are answerable for any
infringement or violation of the general welfare or
the rights of others, laws, rules, regulations and
public policies;

1.2.6.

To abide by this Manual and all school rules and
regulations;

1.2.7.

To perform other duties and responsibilities in
consonance with good citizenship and service to the
City of Marikina.

1.3.

DUTIES OF THE PLMARIANS
Every PLMarians is expected to:

1.3.1.

Uphold the academic integrity of the University,
achieve academic excellence and abide by the rules
and regulations, governing is/her rights and moral
responsibility.

1.3.2.

Promote and maintain the peace and tranquility of
the University by observing its policy and by exerting
efforts to maintain harmonious relationship with
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fellow PLMarians, the teaching and non-teaching
personnel of PLMar.
1.3.3.

Exercise his/her rights and duties in the knowledge
that he/she is aware for any sanctions on violation of
the University policy.

Section 2. SOCIAL NORMS
To ensure academic excellence, discipline, and good
behavior in the University, the

following shall be

observed:
2.1.

All students must wear the prescribed uniform and ID
within the

school premises and other conditions as

prescribed by the College/Department.
2.2.

Students must observe the classroom procedures
prescribed by the respective instructors/professors.

2.3.

Students must refrain from unbecoming behaviors that
distract the academic activities such as:

2.3.1.

Loitering in the corridors;

2.3.2.

Making noise;

2.3.3.

Staying on the stairways.

2.3.4.

Use of online platform (Social Media) to disrupt
classes, to bully students, to disrepects or malign
person in authority. They must adhere to PLMarians
students duties and responsibilities.

2.4.

Students must maintain the cleanliness of the classroom
and its surroundings, keep the chalkboard clean, refrain
from vandalism, turn off lights and electric fans when
not in use, and handle furniture and school equipment
with care.

2.5.

Students are prohibited to smoke inside the classroom
and in any area of the school campus.

2.6.

Cellular phones must be turned off during class hours.

2.7.

All students must be courteous and polite to everyone in
the University, including campus visitors.
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2.8.

Students must observe the designated gate for entrance
and exit.

2.9.

Students are not allowed inside the campus premises
after ten

2.10.

o’clock (10:00) in the evening.

All students must participate in all academic and nonacademic activities organized by the University.

Disciplinary Policies
Upon admission to PLMAR, the student binds himself/herself to
recognizing, accepting and complying with existing rules, guidelines,
and policies of the Pamantasan. He/she likewise agrees that his/her
admission, matriculation, attendance and consequent graduation are
subject to the rules and policies of the Pamantasan.
Student discipline plays an essential role in providing students a
quality educational experience. It is therefore imperative that
students know University discipline objectives, rules and regulations
as well as procedures and practices.
Objectives
1.

To establish and strengthen harmonious relationship
among students, faculty members and administration as an
academic community;

2.

To inculcate the value of standards of behavior, rules of
conduct and discipline among the students; and

3.

To assist them to recognize and perform their duties and
responsibilities as students of the Pamantasan.

Section 3. STUDENT DISCIPLINE
All offenses committed by students shall be reviewed by the
Discipline/Grievance Committee and deliberated based on the
disciplinary measures/sanctions imposed by the University. They are
classified into major and minor offenses.
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3.1.

MAJOR OFFENSES
Major

offenses

merit

suspension

or

dismissal/expulsion.
Major offenses include, but shall not be limited to:
3.1.1.

Plagiarism, cheating during any oral/written quiz or
examination and other requirements for submission;

3.1.2.

Truancy/cutting classes;

3.1.3.

Deliberate disruption of academic activities which
creates disorder and serious disturbance or any act
which impedes, obstructs, prevents, or defeats the
rights of students to attend classes;

3.1.4.

Gross act of disrespect in words or in deed towards
persons in authority/faculty/employees/students;

3.1.5.

Habitual disregard or willful violation of established
school policies and regulations, i.e. Wearing of IDs
and uniform

3.1.6.

Falsification/tampering of ID, registration cards,
receipts, and other pertinent documents;

3.1.7.

Engaging in brawls/fights/rumbles inside and
within 50- meters outside the campus;

3.1.8.

Direct oral/physical assault/physical injuries upon
any person like a classmate, an administrative staff,
or a member of the faculty which includes the use of
Social Media and electronic Gadget;

3.1.9.

Threat or coercion;

3.1.10.

Theft and damage to any property of the University;

3.1.11.

Robbery and stealing;

3.1.12.

Vandalism, defacing, and littering in any area of the
campus;

3.1.13.

Bringing into and/or drinking alcoholic or any
intoxicating beverages on campus;

3.1.14.

Entering the school premises intoxicated with
alcoholic drinks

3.1.15.

Smoking within the University premises and its
adjacent
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3.1.16.

Carrying or possession of firearms, deadly weapons,
including improvised weapons, explosives and
incendiaries within the school premises;

3.1.17.

Lighting of firecrackers, pyrotechnics, pillbox bomb,
Molotov bomb, and the like in the school campus and
within the school premises;

3.1.18.

Engaging in gambling activities within the school
premises;

3.1.19.

Immorality/sexual misconduct;

3.1.20.

Possession, distribution, or perusal of pornographic
magazines, pictures, films, cards, key chains,
figurines, and the like;

3.1.21.

Unauthorized solicitation of fees;

3.1.22.

Scandalous actions and indecent display of affection
in public;

3.1.23.

Use of profane or indecent language;

3.1.24.

Acts of lasciviousness, voyeurism, exhibitionism, and
other vulgar and offensive acts;

3.1.25.

Unauthorized selling of tickets, raffles, lotteries, and
her fund-raising paraphernalia;

3.1.26.

Lending one’s ID to another person;

3.1.27.

Hazing in all organizations;

3.1.28.

Organizing/Participating in illegal assemblies;

3.1.29.

Active

membership

in

any

unrecognized

neighborhood fraternities/sororities;
3.1.30.

Publishing or circulating false and malicious
information that can damage the character or
reputation of another person;

3.1.31.

Computer

misuse

like

installing

or

running

unauthorized software, displaying obscene images or
text in the computer lab, and the like;
3.1.32.

Malversation

of

funds

in

a

student

organization/club;
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3.1.33.

Conviction to any crime involving moral turpitude
committed inside as well as outside the premises of
the University;

3.1.34.
3.2.

Other acts equivalent to the aforementioned offenses.

MINOR OFFENSES
Minor

offenses

merit

suspension,

warning/reprimand, disciplinary probation, and/or
fine to be determined by the University.

Minor

offenses include, but shall not be limited to:
3.2.1.

Non-wearing of ID;

3.2.2.

Non-wearing of prescribed proper uniform;

3.2.3.

Cross Dressing / violation of University Dress Code;

3.2.4.

Entering the campus without an ID card;

3.2.5.

Posting of banners and notices without prior
approval of concerned offices;

3.2.6.

Unauthorized use and operation of school equipment
including electrical switches, workrooms, library,
canteen, and other school facilities;

3.2.7.

Unauthorized bringing out of school properties such
as chairs, tables, laboratory equipment, PE equipment
and paraphernalia,

chalkboards,

audio-visual

equipment and paraphernalia, and the like from
rooms and buildings;
3.2.8.

Entering faculty restrooms, lounges, and comfort
rooms without permission or authority;

3.2.9.

Male student entering the comfort rooms for females
and vice versa;

3.2.10.

Unauthorized

use

of

mobile

phones

and

communication devices during class hours;
3.2.11.

Loitering along corridors, staying or sitting on
stairway

entrances, gates, exits, foyers, railings,

passages, fire escapes, and the like, or any act that
may hamper or block the flow of human traffic;
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3.2.12.

Littering and spitting on the floors, corridors,
stairways, or any act which may result in unsanitary,
dirty, or disorderly condition of the Campus and
other school facilities;

3.2.13.

Unauthorized presence of students/unauthorized
bringing in of outsiders by 10:00pm on campus.

Section 4. SANCTIONS
Any violation or infraction committed thereof shall
subject the student, after due process to disciplinary
action. There are five (5) categories of disciplinary
sanctions based on the gravity of the offense.
4.1.

WARNING. A reprimand cautioning the student from
the performance of similar act. A warning is given to
first time offenders where no major disciplinary
sanctions are imposed by the rules. This shall be meted
out in verbal and written form.

4.2.

COMMUNITY SERVICE. A service penalty consisting of
clerical work or office assistance, conducting duty and
other related institutional services.

4.3.

SUSPENSION. A student offender is barred from
attending classes and other school official activities
within the prescribed period stated in the guidelines. A
request to re-schedule the date of suspension may be
allowed if it falls on the date of major exams (Prelim,
Midterm & Final Exam).

4.4.

DISMISSAL. A dishonorable discharge from the school.
Dismissal from the University may be made at any time
during the school year by the President upon the
recommendation of the Committee on Discipline.

4.5.

EXPULSION. An administrative penalty which effects
removal from the school with a corresponding penalty
of barring enrollment in all public and private schools
in the country. The penalty of expulsion shall be
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imposed upon approval/ratification of the Board of
Trustees.
Section 5. GUIDELINES ON APPREHENSION OF OFFENDERS
All offenses shall be reported to the parents/guardian of
the offender through the Office of Student Welfare and
Development (OSWD).
5.1.

Investigation of offenses:

5.1.1.

Violations of the Code of Conduct shall be
investigated and penalties shall be imposed by the
OSWD.

5.1.2.

Offenses punishable by warning or admonition can
be dealt with summarily without need for a formal
complaint if the offender was caught in the act.
Actions taken must be appropriately documented in
the student’s file.

5.1.3.

The OSWD may administratively take summary
action/decision on certain offenses based on any of
the following:

5.1.3.1.

The Investigation Committee reports enough
ground/s to prove the guilt of offender;

5.1.3.2.

The commission of the offense is done in
direct presence or knowledge of any school
official;

5.1.3.3.

Three (3) commissions of any minor offense
of any kind as indicated in the students’
records on file.

5.1.4.

For offenses punishable by suspension, a memo will
be served by the OSWD to the respondent student and
parents/guardians, with the instruction to answer
said complaint within 72 hours.

5.1.5.

The following procedure shall be observed in the
conduct of

Student Manual

investigation:

P a g e | 49

5.1.5.1.

Investigation shall commence upon the
receipt and filing of the complaint/report at
the OSWD;

5.1.5.2.

The OSWD shall furnish the respondent
student with a copy the complaint/report;

5.1.5.3.

The OSWD shall schedule investigation
within five (5) working days from receipt of
the complaint/report. Complainant student
and his parents and respondent student and
his parents shall be summoned to sit during
the investigation.

5.1.5.4.

Upon termination of the investigation, a
report recommendation shall be submitted to
the Office of the President for final review
and decision;

5.1.5.5.

The decision of the President shall be final
and executory unless appealed within ten
(10) working days from the date the decision
is received and filed for review.

5.1.5.6.

Upon receipt of a copy of the student’s appeal
to the President, the Head of the Committee
shall suspend the implementation of its
decision. The

University President has the

authority to make a final decision on the case.
Section 6. DISCIPLINE COMMITTEE
6.1.

The following shall compose the members of the Student
Discipline Committee:

6.1.1.

Dean of OSWD (serves as the chairman);

6.1.2.

Prefect of Discipline;

6.1.3.

Guidance counselor/s;

6.1.4.

The College Dean/Department Head of the offender.
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ARTICLE III
STUDENT ORGANIZATIONS
The University seeks to promote intellectual pursuit and to enhance
the social growth of the students. To help attain this goal, the
University encourages students to organize groups in relation to their
respective disciplines and interests.
Section 1. ESTABLISHMENT OF STUDENT ORGANIZATIONS
By definition, a student organization is one in which the
members and officers are students of the University. PLMarians
may desire to establish clubs, societies and other organizations
for the purpose of providing essential curriculum related
activities of PLMar. These activities include student governance,
campus publication, music, dance and theatrical endeavors,
speech and debate clubs, spiritual, intramurals and other
activities that contribute to the development of skills and
facilitate in human interaction to improve leadership potentials,
interactions, sportsmanship and moral and social needs of the
PLMarians.
Section 2. SUPERVISION OF STUDENT ORGANIZATIONS
2.1.

The Office of Student Welfare and Development
(OSWD) is responsible of ensuring the orderly
administration

of

student

organizations

and

in

dissemination of student information.
2.2.

The OSWD shall have the power of supervision over the
operation and discipline of student organizations.

2.3.

The rulings and decisions of the OSWD in relation to
organizations subjects to its authority may be directly
reviewed by the Vice President for Academic Services
and lastly, by the President of PLMar.
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Section 3. CLASSIFICATION OF STUDENT ORGANIZATIONS
3.1.

Academic Organizations

3.1.1.

Department Organizations

3.1.2.

College Organizations

3.2.

Non-Academic Organizations

3.2.1.

Sports / Varsity players

3.2.2.

Cultural

3.2.2.1.

Dance

3.2.2.2.

Musicale

3.2.2.3.

Theatrical, and others

3.2.3.
3.3.

Spiritual
Central Student Government (CSG)
Is the highest Student Organization in the University,
with special participatory powers in the policy making
as provided in the City Ordinance No. 015 which
established the Pamantasan ng Lungsod ng Marikina.

3.3.1.

Duties and Responsibilities of the Central Student
Government

3.3.1.1.

To develop a spirit of unity among students
and promote their general welfare, and
articulate their needs;

3.3.1.2.

To advise the University authorities through
the President on matters affecting the
students about their activities.

3.3.1.3.

To help the University maintain an orderly
and

productive relationship among the

various campus organizations, and promote
the good name of the PLMar in interUniversity and inter-collegiate activities;
3.3.1.4.

To exercise such other powers and duties as
the University authorities may delegate with.
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Section 4. COMMISSION ON STUDENT ELECTION
For the purposes of conducting and overseeing the election of
the student representatives to the Central Student Government
(CSG), there shall be a Commission on Student Election (CSE)
created by the Office of Student Affairs. The OSWD personnel
will serve as the EX-Officio advisers of the CSG Constitutional
Commissions.

Section 5. RECOGNITION OF STUDENT ORGANIZATIONS
5.1.

GENERAL GUIDELINES

5.1.1.

Requirements for Applying for Recognition:

5.1.1.1.

The Student Organizations must be composed
of 15 or more students carrying a minimum
load of 18 units at the time of the application.

5.1.2.

The Student Organizations must submit the following
documents, accomplished in duplicate:

5.1.2.1.

Formal letter of application attached to the
application form;

5.1.2.2.

A copy of the charter/by-laws stating the
objectives

and/or

purpose

of

the

organization;
5.1.2.3.

Organizational
approved/ratified

structure
by

its

duly

members,

in

cognizance of the existing school policies and
pertinent regulations of the CHED;
5.1.2.4.

List of interim officers and members, with
their respective positions, year levels and
courses, contact details, and specimen
signatures;

5.1.2.5.

Proposed calendar of activities and details for
the entire school year;

5.1.2.6.
5.2.

Names of recommended faculty advisers.

Constitution and By-Laws of the Organization
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5.2.1.

No student organizations shall be allowed to function
without a Constitution and By-Laws previously
ratified by its members in a plebiscite held for that
purpose.

5.2.2.

Planned student organization must have formulated
their Constitution as the basis and fundamental law
for governance.

5.3.
5.3.1.

Membership
Membership and qualifications of members must be
governed by the approved constitution and by- laws
of the organization

concerned.

5.3.2.

Membership in any organization must be voluntary.

5.3.3.

Students are allowed to join a maximum of only 2
organizations at a time.

5.4.
5.4.1.

Faculty Adviser
The faculty adviser must oversee the process,
coordination, and implementation of approved
organization activities and projects and approve
matters pertinent to the organization and its
activities;

5.4.2.

The term of the faculty adviser shall be two (2)
consecutive years unless replaced sooner for cause.

5.5.

Financial Report and Minutes of Organizational
Meetings
The organizations must furnish the OSWD with
financial reports and copies of the minutes of the
meetings.

5.6.

Clearance
All student officers shall seek clearance from the OSWD
prior to the final examination during their last term in
office.

5.7.

Activity Bans
No co-curricular and extra-curricular activities shall be
conducted one week prior to the preliminary, mid-term,
and final examinations.
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ARTICLE IV
STUDENT ACTIVITIES
Section 1. GUIDELINES IN CONDUCTING STUDENT ACTIVITIES
1.1.

All activities, projects, or programs inside or outside the
campus must have prior permit and approval of OSWD
Dean/President.

1.2.

All activities must be done on a non-class day to avoid
conflict with classes of the participants.

1.3.

Participation in activities done out of campus and/or
beyond the regular class hours must be voluntary.
Students joining such activities shall be held responsible
for any class/es or academic requirement/s missed.

1.4.

A waiver must be secured, accomplished, and submitted
before the actual activity.

1.5.

A written report on the activity must be submitted seven
(7) days after the activity.

Section 2. Guidelines in Conducting Meetings
2.1.

All meetings of the student organizations shall be held
only upon the approval of the Dean of OSWD or his
representative and with the consent of Faculty Adviser.

2.2.

The meeting shall be held inside the campus and with
the presence of faculty adviser except in meritorious
cases determined by the Dean of OSWD or his
representative.

2.3.

Minutes of the meeting and the financial statement or
report are to be signed by the President of the
organization, secretary and treasurer, as the case may
be, and must be noted by the Faculty Adviser.
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Section 3. GUIDELINES IN POSTING NOTICES, CIRCULATION
AND/OR DISTRIBUTION OF INFORMATION AND MATERIALS
3.1.

Posting of notices, announcements, and posters shall
only be allowed in designated areas and/or bulletin
boards identify and prescribed by the Administration
Office;

3.2.

Notices,

announcements,

and

posters

must

be

approved/stamped for posting by the OSWD.
3.3.

Instructional materials, equipment, and classroom
furniture/fixtures must not be taken out of the
classroom unless with prior approval from the
Administration Office.

3.4.

The use of adhesive tape, glue, staple wires, on cork and
or bulletin boards is strictly prohibited. Likewise,
adhesive tapes are prohibited for mounting/ posting
materials on concrete painted walls.

3.5.

Promotional materials must be submitted to the OSWD
for approval

3.6.

prior to printing and display.

Activities sponsored by a recognized organization may
be promoted

inside the campus provided that the

recognized organization abide and adhere to all rules
and regulations of the University.
3.7.

Promotional materials must be taken down after the
activity.

Section 4. GUIDELINES IN CONDUCTING ANNOUNCEMENTS
AND CAMPAIGNS
4.1.

Use of classrooms and laboratories other than
instructional purposes must be approved by the
Administration Office.

4.2.

Announcements and campaigns done during class hours
require prior approval and/or authorization from the
Administration Office.
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Section 5. PROCEDURES

IN

CONDUCTING

FUND-RAISING

ACTIVITIES
The following procedures must be observed in
conducting fund-raising activities:
5.1.

File a formal written application to the Dean of OSWD
containing the following:

5.1.1.

Nature and purpose of the activity, date, time, venue,
and beneficiaries of the fund raising;

5.1.2.

Manner by which funds shall be used;

5.1.3.

Names of students directly in charge of the activity.

5.2.

The application must be submitted to the OSWD two (2)
weeks before the date of the activity.

5.3.

The OSWD shall submit the application to the Office of
the President for presentation to and approval of the
Board of Trustees.

5.4.

Raffles to be held in school shall be governed by the
following rules:

5.5.

File a formal written application to the OSWD
containing the following:

5.5.1.

Purpose;

5.5.2.

Items to be raffled;

5.5.3.

Price per ticket;

5.5.4.
5.6.

Drawing date (time and place);
Items for raffle shall be displayed at a central place in
the campus.

5.7.

A student organization is given one (1) month to sell
tickets.

5.8.

All fund-raising forms/materials shall be stamped by
the OSWD.

5.9.

Solicitation of funds or merchandise from off-campus
groups or business

firms requires the special

permission of the OSWD and Administration Office. A
financial report shall be filed with the same offices
within one
Student Manual
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ARTICLE V
STUDENT SERVICES
Section 1. STUDENT WELFARE AND DEVELOPMENT SERVICES
The role of the Student Welfare and Development Services is to
be the central student services department which administers
and coordinates student services and represents students’
interest to various campus groups, the faculty and staff and the
administration. It supervises of all recognized student activities
whether co-curricular or extra-curricular in nature. It is the
goal of OSWD to provide the student body an access to all units
and offices of the University. The Office of Student Welfare and
Development Services provides programs and services that cater
to the needs and development of PLMar students.
1.1.

The OSWD is composed of the following offices:

1.1.1.

Career and Guidance Counseling;

1.1.2.

Student Discipline;

1.1.3.

Student Affairs/Organizations;

1.1.4.

Scholarship and Student Assistantship;

1.1.5.

Student Publication and Health Services.

Section 2. SPECIFIC DUTIES AND RESPONSIBILITIES:
As the central student services entity of the University, the
OSWD is tasked to perform the following specific duties and
responsibilities:
2.1.

Coordinates with the different colleges and departments
in the

Pamantasan for

efficient

planning

and

implementation of student programs and activities;
2.2.

Recommends and creates policies regarding student
organizations and exercises. Supervision on their cocurricular and extra-curricular projects and activities;

2.3.

Keep in touch with different student organizations for a
meaningful campus interaction and enrichment of
student activities;
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2.4.

Communicates with different agencies and nongovernment organizations for possible placement of
students and graduates.

2.5.

Conducts studies or researches on student growth and
development as well as student problems.

2.6.

Mediates with the parents of students who have
disciplinary and/or counseling cases and also those who
have done meritorious acts be it inside or outside PLMar.
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