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SILAY INSTITUTE

Silay City
Dear Students,

This Student Handbook for the High School Department for School Years 2008– 2011 is designed to provide you with important information regarding our school, Silay Institute, its Vision, Mission Statement, Philosophy and Objectives, History, Policies, Administrative Sanctions and other information which you need to know and understand. 

This Handbook contains policies and procedures of our school and our expectations of you during these School Years. However, the School may find it necessary, during the course of any School Year, to amend the Handbook for clarity or for other important reasons. As a living document, it is subject to review and change by the School Administration. If amendments are necessary, the President and Chair of the Board of Directors will issue these amendments. You and your parents will be given copies of these amendments. 

Please read carefully the contents of this Student Handbook and if there are portions which you could not understand, please request any of your teachers to explain these to you.  You may also approach your Academic Coordinator or Class Advisers if you need further explanation.

After you have read this Handbook, please keep it in a safe place. You will need to read it from time to time during these School Years.
The last page is a Statement Page which you and your parents/guardians need to read and sign. Please return the Statement Page to your Class Advisers within the two weeks upon receipt of this Handbook. 

Good luck to you in your studies.

The School Administration 

Tel. Numbers:   (034) 495-6390   Director’s Office

                          (034) 495-1833   Business Office


  (034) 714-7244  Registrar’s Office

Email Address: ask@silayinstitute.edu.ph
Webpage:          www.silayinstitute.edu.ph
1.   VISION, MISSION, PHILOSOPHY AND HISTORY

1.1 Vision

Silay Institute is a lead learning institution providing high quality standards of education that prepares students to be morally upright, socially sensitive and globally competitive.

1.2  Mission Statement
Silay Institute is an institution committed to provide quality Christian education that is relevant and accessible to all.

     1.3  Philosophy and Objectives

            Silay  Institute  is  committed to  provide  quality  Christian education  aimed  at  developing Christian men  and  women  who  are competent  in  their chosen profession and dedicated to  the  social  transformation of their community and country.

            The academic programs are designed to facilitate the holistic formation and development of students and enable them to:

· acquire a deeper understanding of the Christian faith;                       

· achieve professional competence in their chosen fields of endeavor;

· develop the ability to think critically and communicate effectively;

· develop a sense of social responsibility and contribute towards the transformation of society; and

· grow in their commitment to the continuing pursuit of truth  and  knowledge  and the exercise  of  moral  and ethical  values  in  their  personal  and  professional lives.
     1.4  History

   In 1925, the growing number of elementary schoolchildren  who did  not have the opportunity of acquiring a high  school  education served  as a challenge to some concerned citizens of Silay City  to put up a high school that would serve these children's needs.

      In the spirit of service and civic duty, Dr. Luis Gamboa initiated plans of establishing a high school.   A survey was conducted and the results indicated that Silay City was ready for such a high school.  
      Mr. Ramon Legaspi was instrumental in securing the necessary government permits, designing the curriculum, and acquiring the instructional materials needed for the operation of the school.

The original incorporators were the following:

          

Mr. Placido Esteban           

 Dr. Jose C. Locsin    

          

Dr. Luis Gamboa                

 Mr. Carlos Ledesma    

          

Mr. Ramon Legaspi            

 Mr. Alfonso Severino   

          

Mr. Carlos L. Locsin           

 Mr. Estanislao Sanchez   

          

Mr. Aurelio Locsin   

   The first Board of Directors was composed of the following:

          

President   ………………..                Dr. Luis Gamboa

         

Vice President ……………               Atty. Roque Hofilena

          

Secretary  ………………..                 Mr. Estanislao Sanchez

        

Treasurer …………………                Mr. Jose Ledesma, Jr.

        
Members: ………………..          
Mr. Carlos L. Locsin

                       





Mr. Placido Esteban

                     





Mr. Aurelio Locsin

2.  ORGANIZATIONAL STRUCTURE, BOARD OF DIRECTORS, AND  ADMINISTRATIVE STAFF

2.1    Organizational Structure

    This will be printed in one whole page

2.2     Board of Directors and Administrative Staff

                   Board of Directors


     
    President.......................................
    Engr. Manuel L. Legaspi

                   Vice – President...........................
    Engr. Romeo J. Gamboa,  Jr.


       
    Secretary......................................
    Atty. Rodolfo A. Gamboa


      
    Treasurer......................................
    Mrs. Teofila A. Acot


      
    Board Members...........................
    Miss Luz M. Legaspi


                      




    Mr. Alfonso F. Gamboa








    Mr. Jorge A. Gamboa

         Administrative Staff

School Director.............................      Dr. Rosario J. de Guzman

College Dean and High

     School Principal……………...      Dr. Angelina J. Guinanao   

Finance Officer…….....................
    Mrs. Judy A. Cepeda


     
   School Registrar and NSTP

          Coordinator...............................
    Mrs. Eva Sacares


      
   Personnel Officer and SSC

          Adviser……………………….
    Mrs. Amelia A. Calfoforo, MA

               High School Academic Coordinator
                      & Campus Ministry Moderator...
    Mrs. Richie M. Dalpatan, MAEd
                  ITE Program Head...........................    Mr. Vincent P. Llauderes, MIT


               BSC/BSBA Program Head and 

         Community Outreach Coordinator    Mrs. Mae C. Ferraro, MBA, CPA

               Discipline Officer
.........................    Mr. Dionisio D. Oregano


               Guidance Officer...............................   Mr. Christopher Frias, MA

                  Librarían …………………………..    Mrs. Pamela C. Abutal
                  Assistant Librarian.............................   Miss Maria Teresa P. de la Cura  
                   SSG Adviser....................................
    Miss Marilyn G. Valladarez
                  Programs Coordinator ……………     Miss Richie Perales
                  Research Coordinator……………..     Mr. Marc Cuer


                 Disbursing Officer.............................    Miss Helen H. Leuterio


              IT Support………….........................     Mr.  Mark Rheman Valladarez


              Payroll and Purchasing Clerk...........
     Mrs. Virginia A. Aloro


  Accounts Receivable Clerk...............     Miss Dolores M. Machado


              Accounting Clerk and Property 



      Custodian……………………….
     Miss Gina S. Gumban

 
              School Nurse....................................     Mrs. Corazon G. Guacena


              School Doctor..................................
     Dr. Ernesto G. Labra


  School Dentist..................................
     Dr. Camila B. Paredes


             Asst. Discipline Officer (College)…
     Mr. John Evangelista



             Secretary...........................................
     Miss Piedad C. Gabriana

                Registrar’s Clerks.............................
     Mrs. Sonia A. Ortega

        Miss Grazel B. Delotavo

    Library Assistant..............................       Mrs. Eden Soron

    Maintenance Head...........................        Mr. Roque D. Doloso


             AVR In-charge……………………
      Mrs. Sheryl B. Dahay


             Office Clerk………………………
      Mrs. Chabellie Discutido 

3.   ACADEMIC PROGRAMS

       3.1  High School (First to Fourth Years)
4.   ADMISSION POLICIES

      4.1   General Admission Policy

Admission to Silay Institute is a privilege.   The school, therefore, reserves the right to deny admission to any applicant or to require the withdrawal of students who:
· fail to submit the report card ( Form138 )
· submit false records or credentials;

· show undesirable or questionable moral character;

· exhibit poor academic or behavioral performance;

· violate school policies as stipulated in this Handbook and/or the Manual of Regulations for Private Schools.

      4.2    Requirements for Admission

         
    High School Freshmen:   
· Grade VI Report Card
· Certified True Copy of Birth Certificate

·      1 pc. 1x1 ID picture
                High School Transferees:  
· Report Card

· Transcript of Records (Form 137A) 
· Certified True Copy of Birth Certificate with Registry number                            
· Recommendation from the High School Principal
1 pc. 1 x 1 ID picture
               Continuing Students:    
· Report Card

               Married Students:      
· Certified True Copy of NSO Marriage Contract (in addition to other requirements)

5.  ENROLMENT PROCEDURE

5.1 Pre-Enrolment: Entrance/Placement Test

An Entrance Test/A Placement Test will be given by the school before or during the Enrolment Period.  
New students will pay the required amount to the Disbursing Officer at the Business Office and present the Official Receipt to the teachers who will conduct the Test on the designated Testing Day, the date and venue of which will be announced at the gate and in the Bulletin Board at the lobby.

    5.2    Enrolment Procedure
Step 1:   For Incoming Freshmen: 
See the Guidance Officer at   the Guidance Office.  Submit certificate of good moral character and 1x1 ID picture. Fill out the information sheet and secure admission slip.

For Transferee:

See the Guidance Officer at   the Guidance Office.  Submit certificate of good moral character and 1x1 ID picture. Fill out the information sheet and secure admission slip.

  Transferees must proceed to the Offices of the Discipline Officer and    High School Principal.

     Step 2:   Go to Table No. 1 at the Lobby.  Submit the following: 

      For Incoming Freshmen:  Report Card (Form 138) and photocopy of NSO Birth Certificate (Bring original for verification)

      For Transferees: Report Card (Form 138) and photocopy of NSO Birth Certificate (Bring original for verification)

                       For Old Students:  Report Card (Form 138)

               Step 3.   Secure enrollment form and fill out the form.

               Step 4.  Go to Room M-2 for encoding of names and picture-taking.

               Step 5.  Proceed to Assessment Window at the Business Office for assessment of fees.

               Step 6.  Pay to the Disbursing Officer at the Business Office the initial amount  required for enrolment.

              Step 7.    Present duly accomplished Enrolment Form to Window 1 (Registrar’s Office, Room  M-1) 

               Step 8.  Get approved Enrolment Slip which will be presented to Class Adviser upon opening of classes.

               Step 9.   Get ID card the following day at the Principal’s Office.


NOTE:  YOU ARE NOT CONSIDERED OFFICIALLY ENROLLED UNLESS YOUR ENROLMENT FORM IS DULY SIGNED BY THE REGISTRAR.

Hereunder is the flowchart of the Enrolment Procedure

	HIGH SCHOOL ENROLMENT

	FLOWCHART

	
	

	
	

	GUIDANCE OFFICER

	(Issuance of Admission Slip)

	(For Incoming Freshmen & Transferees Only)

	
	


	
	

	DISCIPLINE OFFICER and PRINCIPAL

	(For Transferees Only)

	
	


	
	

	TABLE 1

	(Issuance of Enrolment Form

	
	


	
	

	RM. M-2

	(Encoding of  Names,Courses)

	(Picture-taking)

	
	


	
	

	ASSESSMENT WINDOW

	(Assessment of Fees)

	

	

	
	

	DISBURSING OFFICER

	(Payment of Enrolment Fee)

	
	


	
	

	WINDOW NO. 1

	(Signature of Registrar)

	(Issuance of Approved Enrolment Slip)


6.   POLICIES ON DISMISSAL DUE TO FAILURES

6.1    Retention in Year Level/Dismissal
A student shall be retained in the year level if he/she incurs failures of three units or more during the regular school year and is unable to make up for the failed subjects during the summer session.  Retained students need to repeat only the subjects that they failed and shall not be allowed to take advanced courses on these subjects. (DepEd Order No. 35, s2005, Policy Guidelines E-2).
               High school students who incur failures in 3 or more units will be asked to repeat the year level or transfer to another school. 
              A student failing the same year level twice will be dismissed from the school.

Summer Classes

6.2 Those who incur failures in 1 or 3 units will be required to take summer classes in other schools. Students should secure a Summer Permit from the Registrar’s Office.

         Students who attended summer classes should furnish the Registrar’s Office with a copy of their grades.

7.   SCHOLARSHIPS 
The school has a limited number of scholarship grants which students may                apply for and avail of, such as the following:
7.1    Government Scholarships:
· Educational Service Contracting Program (ESC)

· Education Voucher System (EVS)

     7.2     Free Tuition Fee/Tuition Fee Discount for incoming first year:
         7.2.1   Valedictorian – or Rank No. 1 in a class with a minimum number of 40 graduates will be given 100% free tuition only. The student must submit a certification duly signed by the School Principal of the School where he/she graduated that he/she is the Valedictorian of a Grade Six class with at least 40 students. 

         7.2.2   Salutatorian or Rank Number 2 in a class with a minimum number of 40 graduates will be given 50% discount in tuition fee only. The same process/procedure will be followed as mentioned above.

         7.2.3   For those who are living outside the vicinity of Silay City who recruited at least 10 students who are not Educational Contracting  Scheme (ECS) and  Educational Voucher System (EVS) Grantees. The student must submit the names of the recruits to the Business Office before the start of the enrolment period in order to avail of free 100% tuition fee only for the whole school year.
        7.2.4
For those who are living within and near the city proper: in Barangays I to V, Mambularc, Adela, Hawaiian-Philippine Company who recruited at least 15 students who are not Educational Service Contracting (ESC) and Educational Voucher System (EVS) Grantees.  The student must submit the names of the recruits to the Business Office before the start of the enrolment period in order to avail of free 100% tuition fee only for the whole school year.
                                7.2.5  For those with brothers or sisters who are not honor students/        ESC/EVS grantees, the following can be availed of:


15 % discount on tuition fee only  –  given to one student with two brothers/sisters officially enrolled in High School or College Department.

                                 25% discount on tuition fee only –  given to one student with three brothers/sisters enrolled in S.I.

                                 50% discount on tuition fee only – given to one student with four    brothers/sisters enrolled in S.I.
              7.2.6    Dependents of Silay Institute permanent employees - 100% free tuition fee only 
                    7.2.7     Silay Institute scholars -  given to  honors students from  second to S. I. fourth year high school students only: 
              100% free tuition fee only               -  for first honors 
    50% discount tuition fee only        -  second honors 
                            25%   discount tuition fee only      -  third honors 
      7.3   Tuition Aid for Silay Institute Personnel/Faculty

               The Silay Institute Personnel and Faculty, their legal spouse and children have the privilege of free tuition fee for the whole scholastic year.  However, the matriculation and other fees are not included in the privilege package.  Moreover, the total number of years of the scholarship grant will only be equal to the number of years of the program enrolled in by the dependent, spouse or employee.
     7.4    Private Scholarship Grants

              Scholarship grants are given by benefactors and sponsors who choose their own  scholars.
8.   GENERAL REGULATIONS

8.1 Identification Card (ID) Policy

8.1.1  General Identification Card (ID) Policy

                        Each student and Silay Institute employee is issued an Identification Card (ID) which must be worn at all times while on campus.

                        The school strictly adheres to the "NO ID, NO ENTRY" policy.

                        In the case of loss or misplacement of ID card, the student concerned should secure a   temporary permit for three (3) days from the Discipline Officer.   

                        If after three (3) days the ID card could not be found, then the student concerned should apply for a replacement of the card and pay the corresponding amount to the Business Office for immediate replacement of the ID card.
8.1.2   Fines/Penalties for Confiscated IDs


School Authorities, Teachers and Officers of the Supreme Student Government (SSG) are authorized to confiscate the ID cards of those who are not wearing their ID cards properly or are not wearing their ID cards inside the School Campus.  

                  Confiscated ID cards will be retrieved by the student concerned from the SSG Adviser at the end of the day upon payment of a P10.00 fine and an additional P10.00 per day if not retrieved from the SSG Adviser.  Fines collected will go to the SSG Funds.

8.2  School Uniform

             8.2.1  High School Boys

                        The uniform of the High School boys:
· white polo shirt with S.I. logo

· white sando underneath the polo shirt, tucked-in

· blue slacks

· black shoes with socks

· ID card properly worn

· prescribed haircut (short length and does not exceed  the ear lobes and the collar of the polo)
· no dyed/colored hair
· no colored nail polish
· no tattoos and body piercing

· no earrings/ear holes
· no colored/printed sando

Male students are expected to follow prescribed haircut. Students who defy the prescribed haircut will not be allowed by the Security Guard to enter the school premises. Moreover, the prescribed haircut/haircut policy will be checked by the first period teachers in the morning and in the afternoon. 
Teachers will not allow the male students who violate the school uniform policy to enter their classrooms.
             8.2.2  High School Girls   



The uniform of the High School girls:
· white blouse with embroidered S.I. initials on the pocket                 

· gray skirt (length:  2 inches below the knee)

· black shoes with plain white socks

· ID card properly worn
The High School girls are not allowed to have:
· colored nail polish

· dyed/colored hair

· tattoos and body piercing

· double earrings/double ear holes
Teachers will not accept female students who violate the school uniform policy to enter their classrooms.

             All  students are expected to be neat and tidy in wearing their uniform.  
      8.3  Prohibition on Smoking and Drinking
            Pursuant to Republic Act 8749 known as the Philippine Clean Air Act of 1999, the Department of Education prohibits smoking and the sale of cigarettes and other tobacco products inside public and private school campuses, buildings, offices, etc. In line with this, Silay Institute is declared a "No Smoking Zone” and a “Zone of Health.” Students are not allowed to smoke nor bring and drink any alcoholic drink inside the school campus.  

            Students who are observed to be in a state of intoxication will not be allowed entry into the campus.

      8.4  Student Handbook

            All students will be furnished a copy of the Silay Institute Student Handbook.  All are expected to read and understand the policies, rules and regulations, privileges, school services, violations and administrative sanctions, etc. included therein for guidance and reference.

     8.5  Bulletin Boards

            Bulletin Boards are placed in different strategic places in the school campus.   They  are  meant  to  be  used  for  disseminating information  to  the students.  Students are expected to read the bulletin boards on a daily basis.

9.   ACADEMIC POLICIES

      9.1  Attendance

            9.1.1   General Policies

Attendance in classes is important for academic progress. Students should attend classes regularly and punctually.

                       A  student  who  has been absent  from  class  should present  to  his/her respective teachers  a  written  letter signed  by his/her parent or guardian and duly noted by  the Academic Coordinator stating  the  reason/s for his/her absence/s.  The letter should be submitted to the adviser.
            If  a  student, at the start of  class,  feels  sick, he/she  should  go  to the school clinic and  avail  of  the school's health services.            

In case there is a need for a student to go home because of sickness, a Gate Pass from the Discipline Officer, as recommended by the School Nurse, is required for the student to be excused from his/her classes.

Any student who claims to be sick and leaves the school without following this procedure will be regarded as truant from his/her classes.

An absence of more than five days due to illness must be supported by a letter of explanation from the parent/guardian together with a doctor's certificate.

A student who leaves the classroom during class hours with permission from the teacher but remains outside unnecessarily for a long period of time will be marked absent.

Students are held responsible for all the assignments and the entire content of the course regardless of the kind of absence incurred.

A student is considered absent from class if he/she is not present within the first fifteen (15) minutes of the scheduled class time.

No  student  shall earn credit in any  given  subject unless he/she attends at least 80% of the prescribed  number of  class  hours  (1992 Manual of  Regulations  for  Private Schools).  A student whose accumulated absences of 20% of the total number of class hours will be dropped from the enrolment list and be given a failing grade in all his/her subjects.

          9.1.2   Tardiness

A student is marked late if he/she comes within the first 15 minutes of any class period.  In excess of this, he/she will be marked absent but will be allowed inside the classroom.
          9.1.3  Sick Notice

Sick notices do not lessen the number of absences allowed to a student during the school term.  Exception  is made   in  extreme  cases  such  as  accidents  or   illness necessitating hospitalization of more than two (2) weeks, in which case the student is given extra assignments to make up for work missed.     

   9.2  Examinations and Grades

          Examinations refer to the Periodical Examinations in high school.  

          9.2.1   Special Examinations

Students who are delayed in paying their financial obligations shall be given their examinations after the settlement of obligations.  Students are given one week after the scheduled examination to meet their obligations and take the special examinations scheduled by the Academic Coordinator and approved by the High School Principal.  

High school seniors who miss their final examination will be given two weeks to settle their financial obligations.  A letter to this effect will be sent by the Academic Coordinator to the parents/guardians concerned.

Students who fail to take the examination for reason of sickness will only be allowed to take the special examination after presenting a medical certificate.

          9.2.2   Grade for Missed Exams

Failure to take the special examinations will mean that the student shall be given zero score for the said examination.

Students who have examination permits but who fail to take a scheduled examination without valid reason will be given zero score for the said examination.

          9.2.3   Grading System

                     The averaging system of computing grades is used in High   School.

   Highest Grade – 100%
   Passing Grade –   75%

                              Lowest Grade –    65%

        9.2.4.   Selection of Honor Students (DepEd Order No. 6, s. 2005)

· Candidates for honors at any year level shall be drawn from the top ten (10) students of the graduating batch.  They must not have a final grade lower than any 80% in any subject.

· The top 10 students shall be ranked using the 7-3 point scheme (7 points for academic performance and 3 points for co-curricular activities).

· The student’s grades in the previous curriculum level shall not be considered in the ranking of honors for graduating students.

· In case of a tie, candidates may both be declared for the honor ranking (for example: both as valedictorians, salutatorians, first honorable mentions, etc.)

· Candidates for honors at any level must have done the entire work of the year level in the school where they are candidates for honors.  Thus, students who transfer during the school year shall not be eligible for honors for that curriculum year.

· A student who has been suspended for serious disciplinary infractions (e.g. cheating, stealing, smoking inside the school premises, gambling of any sort, fighting, causing injuries to others, etc.) shall be disqualified for honors for the curriculum year during which the suspension is imposed.

· Recognition shall be given for the achievement of students in specific academic disciplines (e.g. Science, Mathematics, English, etc.) and in special curricular areas (e.g. athletics, performing arts, campus journalism).

· One should obtain at least 81% grade in Homeroom and Conduct in all grading periods.

9.2.5 Cheating 
Students who are caught cheating will be reported by the teacher concerned to the Discipline Board for investigation.
Appropriate sanctions shall be meted to those proven guilty of cheating.

The act of cheating includes but is not limited to the following:

· Copying answers from a classmate or allowing a classmate to copy from his/her test/examination paper during the test/examination;

· Glancing or looking at another student’s test/examination paper, or allowing another student to glance or look at his/her test/examination paper;

· Communicating with another student in sign language or any gesture signifying the answer to any question in the test/examination;

· Using reference materials, textbooks, notes, cell phones and other materials not specifically authorized by the teacher during the test/examination;

· Helping a classmate/another student to cheat; and

· Bringing of/possession of crib notes (codigo) during the test/examination, whether the student actually uses this or not or even if not caught using it

9.2.6   Examination Papers

Students are entitled to receive their duly-checked and graded examination papers no later than 10 days after the scheduled examination.
  9.3  Sectioning Procedure

         9.3.1   For incoming Freshmen

        Incoming students are assigned in a section based on:

· 50% from the result of the placement test 

· 50% from their elementary general average

9.3.2 For Higher Year Levels

Second Year to Fourth Year students are ranked based on their general average the previous year. The top 40-45 belongs to the pilot section and the remaining students are mixed to form a heterogeneous section.
10.   STUDENT ORGANIZATIONS

Silay Institute firmly believes that education is not limited to the classroom.   The co-curricular activities and support programs and services aim to supplement the formal learning process in developing to the fullest the talents and abilities of the students.

        10.1 Supreme Student Government
The Silay Institute High School Supreme Student Government (SSG) is a very important organization in the school.   

Every  bona fide student of Silay Institute is  automatically  a member  of  the SSG, which represents the student  body  before  the  School Administration in the promotion of their  rights, privileges, responsibilities,  interests and the over-all improvement  of  their campus life.

The  organization aims to promote student welfare, uphold  high academic  excellence,  support  extra-curricular  and  co-curricular activities,  develop good moral values, work for  special  projects, promote  fellowship  and cooperation with  other  institutions,  and strengthen unity among students for the promotion of their interests and rights.

     10.2     Accreditation Procedures of Campus Organizations and Clubs

All campus organizations/clubs should be accredited or recognized 
by the school through the Guidance Office.

Application for accreditation of campus organizations/clubs is processed every June.

A campus organization can only be accredited and recognized if the organization/club has produced its own Constitution and By – Laws not contrary to the Philippine Constitution and the Laws of the Land and neither to the Rules and Regulations of the School. The Constitution and By- Laws should be examined and endorsed by the Guidance Officer, if found in order, and shall be recommended by the High School Principal for approval by the School Director.   

The organization/club can only be activated, and its officers and members inducted, when the organization/club receives official accreditation.

Only bona fide students presently enrolled in the school may become officers and members of any student organization or club.
      10.3    List of Academic Clubs and Organizations


 

                 At the start of the School Year, the students may choose from among the following academic clubs and organizations they would like to join:      


Art Club 




                        Book Lovers Club  



                        Boy Scouts of the Philippines





            Children of Mary  


 

Computer Club



            Dance Troupe  




Earth Savers Club





Girl Scouts of the Philippines




            Glee Club



            Homemakers Club




            Interact Club




            Math Club  





            Youth Marian Crusade
   The selection of the student staff members of the Courier, the publication of the High School will be in accordance with the provisions of Republic Act 7079, Campus Journalism Act of 1991.
     10.4    Orientation and Induction Activities 

  All orientation and induction activities must be submitted to the Academic Coordinator for approval before these are carried out.

  Such activities must be held in the daytime and on campus, and should not in any way include actions and behaviors which:

· inflict physical harm

· cause psychological anxiety

· demean the integrity of any person

· violate good values, proper decorum, and social mores

· require inappropriate expenditures of any kind

  Orientation and induction activities must be formative and informative, and require the physical presence of the club adviser or moderator.
 10.5   Club Advisers/Moderators

All campus organizations should have faculty advisers or moderators chosen by the student officers and endorsed by the Academic Coordinator, and recommended by the High School Principal to the School Director for approval.
      10.6    Solicitation and Fundraising Activities

Project Proposals for fund raising campaign need to be prepared by the officers of the organization/club concerned with the assistance of the adviser or moderator.  Fund raising campaigns are allowed only with the written permission of the School Director as recommended by the High School Principal.

Proper accounting and auditing of funds raised will be done by the officers of the organization concerned.  A report will be submitted to the Principal in not more than 15 days after the activity is held.

10.7    Annual Reports

      All campus organizations/clubs are required to submit an annual report, with an audited financial statement to the School Director, through the High School Principal, no later than March 30 of each school year.

     Failure to comply with these reports shall result in loss of accreditation for the following school year.
10.8   Special Provision on Students Inclusion in the School Varsity Team
Students who are selected as Varsity Players have to maintain passing grades in all major subjects. Anyone who has a failing grade in any major subject will not be allowed to continue as a Varsity player.
11.  STUDENT SERVICES

       11.1  Guidance Services

                 The Guidance Office provides the following services:

                    Personal, Career and Academic Skills and Group Counseling 
                    Student Evaluation, Testing and Appraisal 
                    Individual Inventory

                    Research and Evaluation

                    Screening of Scholarship Application
                    Career Orientation 
                    Referral and Consultation
                    Placement Program
                    Special Programs such as Peer Facilitators Program and others
       11.2   Health Services

  The School Clinic has a staff composed of a full-time Nurse, a part-time  Physician and a part-time Dentist who attend to the health needs of the students and the school personnel.

 
     Schedule of health services:  
                     School Physician  -  every Tuesday and Friday    3:00 – 5:00 p.m.
                     School Dentist      -  every Tuesday and Friday    3:00 – 5:00 p.m.
                     School Nurse        -  Monday to Friday                 7:30 - 11:30 a.m.
                                                                                                    2:00 -   6:00 p.m.
    11.3    Campus Ministry

The  Campus  Ministry  program  is  designed  to  promote   the spiritual  formation  of  the students, the  faculty  and staff.

The program consists of liturgical services and para-liturgical services such spiritual retreats and recollections, monthly mass and other religious activities.
    11.4   Academic Support Services

               Audio-Visual Room

The Audio-Visual Room is made available for meetings, seminar-workshops, proposal defense, film showing and other official school activities. 

The Digital Projection Lighting (DPL)/Liquid Crystal Display (LCD), sound system, air conditioning units, tables and chairs are made available for the use of students and faculty. Students are expected to take good care of these facilities.

               Computer Laboratory
One of the four (4) Computer Laboratories in the second floor of the College Main Building is used for the High School students for their computer classes.

Students are not allowed to use any storage device such as flash drives, MP3, floppy disks, etc., unless these are first presented to their instructors or to the IT Support Staff for scanning for viruses.

Students who use these computers are not allowed to download pornographic materials and games. Students who violate this policy will be dealt with accordingly.
Students who would like to use the computers in the Computer Laboratory at the approved designated time for research or for preparation of reports may do so upon payment to the Business Office and presentation of the receipt to the IT Support Staff. However, these computers are not intended for gaming purposes and shall not be used for this purpose.

               Library
Apart from the reference books, dictionaries, vertical file, and other reading materials the school has made available one (1) computer for free use of high school students for their research work only. Students are required to log in the Record Book by writing their names, program and year, time started and ended, and by signing the entries.

A Learning Resource Center (LRC) located within the College Library. It contains several items which depict the culture of the Philippines and other countries. These devices and learning materials are made available for teachers and their students for their lessons. 
Teachers can request the College Librarian to allow their classes to visit the LRC with proper scheduling provided their students are properly supervised by them.
               Science Laboratory
Laboratory experience and hands-on laboratory activities are an integral part of science education and a Science Laboratory is an effective tool in expanding and enhancing science instruction. 
Students are provided with laboratory equipment and apparatuses for their science classes. Students should take good care of these facilities and equipment. The cost of equipment and apparatus which will be lost or damaged will be charged to the student concerned.
               TLE Laboratory
               Technology and Livelihood Education provides students with experiences and technical knowledge and skills in home economics, agricultural education, industrial arts and entrepreneurship. It is for this purpose that a TLE Laboratory is made available for the students’ use for their teaching-learning activities. Students should take good care of the facilities and other equipment and tools.

Internet
 Services
Internet Services are made available to high school students at the designated time upon payment of the required fees at the Business Office. The receipt will be presented by the student to the IT Support Staff in-charge of internet services to access internet services in the designated computer laboratory. Students are required to observe all the policies which are posted in the computer laboratory. Students who violate these policies will no longer be allowed to avail of these services and will be given administrative sanctions.


Photocopying Services

Students who would like to avail of the photocopying services of the school should pay to the Business Office the amount equivalent to the number of copies of documents to be photocopied and should bring the receipt to the staff-in-charge located at the back of the AVR. No other staff nor office is allowed to receive payment for photocopying services.
12.   DISCIPLINE

        12.1  Discipline Board

The Discipline Board handles cases filed against any student, student organization, faculty or staff by any member of the Academic Community for alleged violation of existing rules and regulations.

Chaired by the School Director, its members are the High School Principal, Discipline Officer, SSG President/Student Representative, and the Legal Counsel.

Subject to the requirements of due process, the Board shall have the power to give sanctions against the erring respondent.

In instances where the inhibition of a particular member of the Board is necessary, the School Director shall designate an appropriate replacement who is acceptable to all parties concerned.
12.2 Conduct Inside the Classroom
Enrollment in the Silay Institute High School carries obligations concerning conduct inside and outside the classroom. As a general rule of conduct, students are expected to conform to school policies so as not to disrupt the educational process. The following should be observed while inside the classroom:
·    Order must be maintained at all times inside the classroom;
·    Students are expected to be attentive during class sessions;
·    Students are required to abide by the seating arrangements given by their teachers and are not allowed to leave their designated seats during class without permission from the teacher concerned;
·    Using a cell phone by calling or receiving calls, sending or receiving text messages during class hours is not allowed; and
·   Cell phones should be on silent mode or turned off while inside the classroom.

12.3 Conduct Outside the Classroom During School Days
         Proper school behavior even outside the classroom during school days is necessary in order to have an effective learning environment for all students. To achieve this, the students:
·    should observe silence along the corridors;
· should be courteous towards persons in authority, teachers, staff, parents and visitors;
· should properly wear their ID card when inside the school  premises;
· students are not allowed to litter/scatter rubbish within the school premises;
· unbecoming conduct, such as running, shouting, whistling, boisterous talking, cursing and swearing, is prohibited;
· students are forbidden to smoke, bring or drink intoxicating liquors, gamble and possess pornographic materials;                                  

· students are not allowed to engage in strenuous activities before class, as well as during their free time;
· students must secure a permit from the Discipline Officer for wearing incomplete uniform; and
· students should show readiness to help at all times; and
· male students should not unbutton nor remove their polo shirts while inside the school campus;
      12.4   Use and Care of Facilities

                Students are allowed to use the school facilities and in turn, they should take   care of these facilities. Students should:

· always keep their classroom and campus clean;
· take proper care of books, equipment and facilities;
· use the rest rooms properly and keep these clean at all times;
· clean the chalkboards and arrange their seats before vacating their classroom; and
· maintain the cleanliness and beautification of their classroom and surroundings.
     12.5   School Curfew

Silay Institute imposes a curfew on all High School students at 5:30 in the afternoon. All high school students should leave the school campus at 5:30 unless they have secured the approval of the High School Principal, through the Academic Coordinator. 

The following are exempted from this policy:
· athletes and varsity members who are having their practice under the supervision of their coach;
· participants in any upcoming school program/presentation who are  having their rehearsals together with their adviser/Physical Education teacher;
· students who have rehearsals of the dance troupe, glee club and drum and bugle corps under the supervision of their adviser/P.E. teacher/trainer;
· students attending club meetings with their advisers;
· students doing research and other library work; and
· students having their CAT training/class.
Students who are in the school campus after 5:30 p.m. but do not have an approved Permission Slip will  be sent home by the Security Guard on duty.

Students who will be required by their advisers or moderators to come to the school on Saturdays, Sundays and holidays shall obtain written parents’ approval apart from the approval of the Principal.  The Parents’ Approval will be attached to the Permission Slip which will be submitted to the School Principal for approval. 
Students will only be allowed to enter the school when their names are found on the Permission Slip and when they are wearing their school ID card.
     12.6   Administrative Sanctions

                12.6.1  Tardiness in Coming to School

The gate closes at 7:40 a.m. and at 1:20 p.m. High School Students who come late for the first period will be allowed to enter the classroom but will be marked late if he/she arrives within the first 15 minutes, and marked absent if he/she arrives after 15 minutes. Three (3) accumulated tardiness is equivalent to one (1) absence. 

   12.6.2  Absences ( Every Grading Period )
2 unexcused absences             
- conference with Adviser,  

                                                              Discipline Officer and  

                                                              Parent/Guardian

3-4  unexcused absences                    - conference with Adviser,                Discipline Officer,  Parent/                                         Guardian and Academic                                                     Coordinator, 70 in Deportment
                                                                     and 1 day suspension
5-7 unexcused absences                - conference with Adviser,     Discipline Officer,  Parent/Guardian and Principal,                                                        70 in Deportment, 3 days suspension
                     
8 or more unexcused  absences          - disciplinary probation
Probation – a period of evaluation during which a student’s scholastic achievement or conduct is monitored.  Disciplinary probation is a middle status between good standing or dismissal; the student remains enrolled, but under stated conditions to the school’s policies.  It covers a stated trial period during which it is determined whether the student is returned to good standing (having met the stated requirements) or dismissed or suspended at the end of the period (having failed to meet the stated requirements).
A student who is on disciplinary probation should not incur another absence; otherwise, he/she shall be dismissed from the school.

A  student  who incurs absences of 20% of  the  total number  of  school days will  incur a failing grade  in  all subjects and be dropped from the school.

12.6.3 Escaping from the School by Climbing Over the School Wall                         and Leaving the School without Approval of the School Authorities

1st Offense                    -  conference with Adviser, Discipline 

                                                                                      Officer, Parent/Guardian and Academic 

                                                                                         Coordinator, 70 in Deportment, 1day  

                                                                                          suspension

2nd Offense   

   -  conference with Adviser, Discipline 

                                          Officer, Parent/Guardian and Principal, 

                                          70 in Deportment, 3 days suspension

3rd Offense   - 
      dismissal
          12.6.4   Cutting Classes

                       1st Offense                      - conference with the Teacher concerned,  

                                                                 Adviser, Discipline Officer together with  

                                                                 the Parent/Guardian         
                       
2nd Offense         
  - conference with Adviser, Discipline  

                                                                                        Officer, Parent/Guardian and Academic 

                                                                                        Coordinator, 70 in Deportment, 1 day 
                                                                                        suspension

                       
3rd Offense                   - conference with Adviser, Discipline  

                                                                                        Officer, Parent/Guardian and Principal, 

                                                    70 in Deportment, 3 days suspension

                       4th Offense                    - dismissal 
           12.6.5 Vandalism/Damage to School Properties, Ornamental Plants and Trees 

         1st Offense                   - restitution, conference with the Adviser, Discipline Officer and   Parent/Guardian, 70 in Deportment
                        2nd Offense                 - restitution, conference with the Adviser, Discipline Officer, Academic Coordinator and Parent/Guardian, 70 in Deportment,

              1 day   suspension

                        3rd Offense                  - restitution, conference with the Adviser, Discipline Officer, Principal and Parent/Guardian , 3 days suspension, 70 in Deportment, disciplinary probation                                                     

4th Offense                   - dismissal

           12.6.6   Littering

                         Every offense              - warning from the Adviser,  Discipline                                       Officer and cleaning of the area by the offender

           12.6.7   Cheating in Any Form             

                       1st Offense                 - automatic zero equivalent in the test, conference   

                                                            with the Teacher concerned, Adviser, Discipline
                                                            Officer, Academic  Coordinator and Parent/ 

                                                            Guardian, 70 in Deportment, 1 day suspension
                       2nd Offense              - failing grade in the specific subject, conference          

                                                           with the Teacher concerned, Adviser, Discipline                                                          Discipline Officer, Principal and  Parent/
                                                           Guardian, 70 in Deportment, 3 days suspension
                      3rd Offense               - Dismissal
          12.6.8
Smoking Inside the School Campus and Outside the School in
                 Uniform
                        1st Offense             - official warning, conference with the Adviser,   

                                                          Discipline Officer and Parent/Guardian, 
                                                         70 in Deportment                    

                        2nd Offense          - conference with the Adviser, Discipline  Officer,   

                                                       Academic Coordinator and  Parent/Guardian,                                                          70 in Deportment, 1 day suspension

3rd Offense          - conference with the Adviser, Discipline  Officer,   Principal and Parent/Guardian, 70 in Deportment, 3days suspension, 
                       4th Offense          - dismissal
         12.6.9    Possession/Use of Prohibited Drugs  

                       1st Offense            - dismissal

         12.6.10  Carrying/Possession of Firearms/Deadly Weapon or Explosives                   Within the School Campus

                       1st Offense       -        confiscation of the item, conference with the Adviser, Discipline Officer, Principal and Parent/Guardian, 70 in Deportment, 3 days suspension    
                       2nd Offense            - dismissal

         12.6.11   Direct Assault Upon a Member of the Faculty, Staff or any Person Vested with Authority

                         1st Offense            - dismissal

         12.6.12  Direct Assault Upon a Fellow Student or Other Persons with the Use of a Deadly Weapon Either Causing No Injury, Minor Injury or Severe Injury

                       1st Offense            - dismissal

      12.6.13 Fighting/Participation in Brawls or Inflicting Physical Injuries on Others Inside/Outside the Campus in School Uniform

                      1st Offense         -  conference with the Adviser, Discipline Officer,

                                                    Academic Coordinator and Parent/Guardian,   
                                                    70 in Deportment, 3 days suspension
                      2nd Offense         -  conference with the Adviser, Discipline Officer,

      Principal and Parent/Guardian, 70 in 

      Deportment, 5 days  suspension

                      3rd Offense          - dismissal
      12.6.14 Entering the Campus in a State of Intoxication, Bringing/Drinking Alcoholic Drinks Inside the School

                       1st Offense             - conference with the Adviser, Discipline   Officer, Principal and Parent/Guardian, 70 in Deportment, 3 days suspension

                    2nd Offense       
   - dismissal 

     12.6.15   Acts of Disrespect in Words or in Deeds Which Tend to Demean Any Member of the Administration, Faculty, Personnel and those Vested with Authority in Ridicule or Contempt, Gross Misconduct or Willful Disobedience 
                    1st Offense            - conference with the Adviser, Discipline

                                                                 Officer, Principal and Parent/Guardian, 

                                                     70 in Deportment, 3 days suspension           

                    2nd Offense          - dismissal

      12.6.16 Putting  the  Name  of  the  School in Shame Through Doing                   Scandalous and Unbecoming Acts 

                     1st Offense            - conference with the Adviser, Discipline

                                                                  Officer, Principal and Parent/Guardian, 

                                                      70 in Deportment, 3 days suspension           

                    2nd Offense           - dismissal

      12.6.17   Possession/Igniting of Firecrackers Inside the School Campus

                     1st Offense            - conference with the Adviser, Discipline Officer,

                                                     Academic Coordinator and Parent/Guardian,   
                                                     70 in Deportment, 1 day suspension
                      2nd Offense         -  conference with the Adviser, Discipline Officer,

      Principal and Parent/Guardian, 70 in deportment, 3 days  suspension

                      3rd Offense          - dismissal
        12.6.18  Texting of Obscene and Slanderous Messages

1st Offense         -  conference with the Adviser, Discipline Officer,

                              Academic Coordinator and Parent/Guardian,  

                              70 in Deportment, 1 day suspension
                      2nd Offense         -  conference with the Adviser, Discipline Officer,

      Principal and Parent/Guardian, 70 in Deportment, 3 days  suspension

                      3rd Offense          - dismissal
       12.6.19  Sending of Poison Letters and Spreading of Malicious Rumors 

                    1st Offense         - conference with the Adviser, Discipline Officer,

                                                   Academic Coordinator and Parent/Guardian,   
                                                   70 in Deportment, 1 day suspension
                      2nd Offense      - conference with the Adviser, Discipline Officer,

  Principal and Parent/Guardian, 70 in Deportment, 
  3 days  suspension

                      3rd Offense       - dismissal
      12.6.20  Uttering Obscenities

1st Offense         - conference with the Adviser, Discipline Officer,   

                               Academic Coordinator and Parent/Guardian,    

                               70 in Deportment, 1 day suspension
                      2nd Offense         - conference with the Adviser, Discipline Officer,

      Principal and Parent/Guardian, 
      70 in Deportment, 3 days suspension
                      3rd Offense          - dismissal
       12.6.21 Stealing/Tampering of Items Belonging to Others

                   1st Offense             -  conference with the Adviser, Discipline Officer,

      Principal and Parent/Guardian, 70 in 

      Deportment, 3 days  suspension

                     2nd Offense          - dismissal
        12.6.22 Stealing/Tampering/Forgery of Records, Receipts, Clearances,                     Waivers and Other Pertinent Documents

                      1st Offense         - conference with the Adviser, Discipline Officer,

                                                   Principal and Parent/Guardian, 70 in Deportment, 3 days suspension
                     2nd Offense         - dismissal
     12.6.23  Possession/Display/Distribution/Downloading of Pornographic in any Materials or Articles Within the Campus

1st Offense         -   conference with the Adviser, Discipline Officer,

                                Academic Coordinator and Parent/Guardian,   
70 in Deportment, 1 day suspension
                      2nd Offense         -  conference with the Adviser, Discipline Officer,

      Principal and Parent/Guardian, 70 in Deportment, 3 days  suspension

                      3rd Offense          - dismissal
       12.6.24 Violation of Wearing of Identification Cards, Uniform and Haircut  Policies  

                      1st Offense  
- conference with the Adviser, Discipline       

                                                         Officer, written warning to Parent/Guardian
2nd Offense          - conference with the Adviser, Discipline Officer and Parent/Guardian, 70 in Deportment
                      3rd Offense            - conference with the Adviser, Discipline Officer, Academic Coordinator and Parent/Guardian, 70 in Deportment, 1 day suspension
 4th Offense
- conference with the Adviser, Discipline Officer, Academic Coordinator and Parent/Guardian, 70 in Deportment, 3 days suspension, disciplinary probation

         12.6.25 Gambling/Playing Cards Inside the Classroom and Campus

1st Offense            -    confiscation of the gambling materials, conference                                  with the Adviser, Discipline Officer and Parent/
                                                          Guardian, 70 in    Deportment, 1 day suspension
                       2nd Offense      
- confiscation of the gambling  materials, conference with the Adviser, Discipline Officer, Academic Coordinator and Parent/Guardian, 70 in Deportment, 
3 days suspension
                       3rd Offense            -  confiscation of the gambling  materials, conference with the Adviser, Discipline Officer, Principal and Parent/Guardian,  70 in Deportment, 3 days suspension


4th Offense
     -   Disciplinary Probation

          12.6.26 Public Display of Affection (PDA) in any activity
           1st Offense            -    conference with the Adviser, Discipline Officer,
                                              and Academic Coordinator, Parent/Guardian,                                   


 70 in Deportment, 1 day suspension
                       2nd Offense           -   conference with the Adviser, Discipline Officer,  

                                                        Principal and Guardian/Parent, 70 in Deportment, 3 days suspension

           3rd Offense           -    dismissal
          12.6.27  Conviction in Any Crime

                      1st Offense            - dismissal

          12.6.28  Immorality (in any form)

                       1st Offense           
 - dismissal

         12.6.29  Participation/Involvement in Any Unlawful Fraternity or Notorious Street Gangs 

                       1st Offense                   - dismissal
   12.6.30  Using of Cell phones, MP3, Ipod, Gameboy and the like During Class Hours
1st Offense              - confiscation of the item, conference with the    

                                   teacher concerned, adviser, Discipline Officer,  

                                   and Parent/Guardian, 70 in Deportment
           2nd Offense             -  confiscation of the item, conference with the    

                                   teacher concerned, adviser, Discipline Officer,  

                                   Academic Coordinator and Parent/Guardian,  

                                   70 in Deportment

          3rd Offense
       -   confiscation of the item, conference with the    

                                   teacher concerned, adviser, Discipline Officer,  

                                   Principal and Parent/Guardian, 70 in deportment                                

                       4th Offense                -  Disciplinary Probation

13. TUITION CHARGES ON STUDENTS WHO WITHDREW FROM  

              ENROLMENT OR TRANSFERRED TO ANOTHER SCHOOL
   Silay Institute adopts the policy as stated in the Manual of Regulations for Private School,  Section 66:

“A student who transfers or otherwise withdraws, in writing, within two weeks after the beginning of classes and who has already paid the pertinent tuition and other school fees in full or for any length longer than one month may be charge ten percent (10%) of the total amount due for the term if he withdraws within the first week of classes, or twenty percent (20%) if within the second week of classes, regardless of whether or not he has actually attended classes. The student may be charged all the school fees in full if he withdraws anytime after the second week of classes. However, if the transfer or withdrawal is due to justifiable reason, the student shall be charged the pertinent fees only up to and including the last month of attendance.”

S.I. ALMA MATER SONG

ALMA MATER, ALMA MATER

THE SILAY INSTITUTE

ALMA MATER A TRIBUTE OF PRAISE

TO THY GLORY AND FAME WE RAISE

TO THY GLORY, TO THY GLORY

TO THY GLORY AND FAME WE RAISE

IN ALL OUR LANDS OUR VOICES RAISE

TO HYMN THY NAME AND SING THY PRAISE

THY WONDER THE PEOPLE WILL KNOW

THY WORTH TO THE SCHOOL WE’LL SHOW

DEAR ALMA MATER OUR HEARTS WE LAY

DEAR ALMA MATER WE’RE LOYAL TO THEE

THY MOTHERLY LOVE IN US WILL BRING

IN LIFE TO THY STANDARD WILL CLING

(Romeo I. Perales)

S.I. LOYALTY MARCH

SILAY INSTITUTE, ALMA MATER DEAR

OH PRIDE OF NEGROS, HALL OF FAME

TO YOU WE RAISE OUR VOICES LOUD AND CLEAR

TO PRAISE YOUR HONORED NAME

IN TRUE ABIDING FAITH AND LOYALTY

WE STAND UNITED ALL

TO SPREAD YOUR GLORIOUS NAME THROUGHOUT THE LAND

S.I. OUR BELOVED SCHOOL

SO FAITHFULLY WE’LL TREASURE EVERMORE

THE TRUTH AND KNOWLEDGE YOU IMPART

AND ALL YOUR LOVING CHERISHED MEMORIES

WILL LIVE WITHIN OUR HEARTS

ALTHOUGH THE CHANGING YEARS MAY COME AND GO

WE MAY BE FAR OR NEAR

WE WILL REMEMBER YOU BELOVED SCHOOL

S.I. ALMA MATER DEAR.

(Pio Ga. Sedonio, Ph.D.)
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