Contract
Benilde Undergraduate Student Handbook
2019-2022

Having read and understood in its entirety this Student
Handbook, I, __________________________________,
pledge to abide by the provisions stated herein, and exemplify the
Benildean way of life: doing ordinary things extraordinarily
well, and integrating the Gospel perspectives and values into
the conduct of my daily life.
Furthermore, I will subject myself to the College’s discipline
procedures, as appropriate, for any and all infractions I may
commit.

__________________________________
Student’s Signature over Printed Name
__________________________
Degree Program, Year and Section
__________________________
Email Address
________________/__________________
Mobile Number / Landline Number
__________________________
Parent’s Signature over Printed Name
__________________________
Date Signed

Note: Submit your signed contract to your CSBLIFE teacher.
The CSBLIFE Coordinator then submits the consolidated contracts
to the Head of the Office of Student Behavior for reference and record
purposes.
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Message from the President
Welcome to De La Salle-College of Saint Benilde!
In Benilde, we have committed ourselves to build a just and
humane society through inclusion and innovation.
As Benildean students, you will be equipped and challenged
to innovate for inclusion. You will be immersed in various
experiences that will shape your values and character while
you become ready for the world. May you learn and live out
the Benildean Expressions of the Lasallian Core Values of
faith, communion in mission and zeal for service.
You will learn more about Benilde through reading your
Student Handbook. You will also find this as a helpful guide as
you develop yourselves and your craft in College.
As you discover more about your chosen field, I hope that
you also uncover the important role that you have in our
society. We believe that as Benildeans, you are set to bring
extraordinary hope wherever you will be.
In Saints La Salle and Benilde,

Br. Edmundo L. Fernandez FSC
President
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Message from the Chancellor
Dear Benildeans,
Welcome to college!
These will be some of the most fruitful, fun, and challenging
years of your lives as young adults. It is during this season
that you discover yourself; find your passions; learn new skills,
both in life and for your future careers; face new challenges;
overcome odds; and achieve the goals you have set for yourself.
Benilde is known for its unique approach to education: that in
which each individual is valued as unique, and therefore, always
has something to contribute to the community and to society.
Our desire, as your guides and mentors in this season of your
life, is to see you flourish and reach your potential: essentially,
to the best versions of yourselves. This means providing you
with a learning environment that nurtures creativity, innovation
and individuality, and opportunities to apply your skills and share
your talents to others.
It also means arming you with a guide to help you gain control of
your lives, so that you may be able to steer yourself toward the
path you want to take.
This Student Handbook is that guide. This book is not just a set
of rules and regulations, but rather as a manual for you to help
you reach your full potential. Browse through it, learn from it.
Know your rights and responsibilities as students so that you
may be more empowered to take control and make your own
decisions.
Animo!
Robert L. Tang
Chancellor
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Message from the
Vice Chancellor for Academics
Dear Student,
Welcome to De La Salle-College of Saint Benilde!
We would like thank you and your parents for making us a part
of your continuing journey to adulthood. Rest assured that the
College will never waver in its commitment to provide students
with quality education and opportunities for wholistic development.
The College is guided by the principles of inclusion and innovation
and we hope you will be an active participant in this endeavor. We
believe that embracing diversity, individual uniqueness, creativity
and out-of-the-box thinking complement our long-held tenets
of honesty, compassion, accountability, and integrity in order to
further our collective efforts to ensure a just and humane society.
Thus, let this Student Handbook be a tool that will guide you in
this aspiration.
I wish you the best in the coming years at Benilde.

Geronio G. Ulayao
Vice Chancellor for Academics
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Message from the Vice
President for Lasallian Mission
and Student Life
Welcome to De La Salle-College of Saint Benilde, or simply Benilde.
In recent years, it is manifested through anecdotes and admission
reports that Benilde continues to be a school of first choice among
students and parents because of the quality of innovative courses
that the College offers.
Despite this positive feedback, you may experience some challenges
as you transition from senior high school to college. Aside from your
respective personal “adulting” adjustments, there may be social and
academic reconfigurations that you have to do in order to succeed.
If we use the jungle metaphor for Benilde, this Student Handbook
may be likened to a survival guide or even a roadmap. So as not to
get lost and finish well your Benildean journey, it is best that you
take to heart the contents of this Student Handbook.
Nevertheless, remember always that your first name is Benildean
and your last name is Lasallian. These are big words indeed that will
unfold in due time.
Enjoy your personal and professional journey with our global
Lasallian family. Regardless of your situation, whoever is with you,
always declare through words and deeds:
I am extraordinary.
I am La Salle.
Live Jesus in our hearts forever!

Neil O. Parinas
Vice President for Lasallian Mission and Student Life
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About Saint John Baptist De La Salle

APRIL 30, 1651
John Baptist de La Salle was born in Rheims, France as the first son of wealthy
parents.
1662
He received the tonsure at 11.
1667
He was named Canon of the Rheims Cathedral.
APRIL 9, 1678
He completed his theological studies and was ordained a priest. He eventually
had to assume the administration of family affairs after his parents died.
1680
He received a doctorate in theology. Meanwhile he became tentatively involved
with a group of rough and barely literate young men to establish schools for poor
boys.
Moved by the plight of the poor who seemed so “far from salvation” either in this
world or the next, he determined to “put his own talents and advanced education
at the service of the children.”
To be more effective, he abandoned his family home, moved in with the teachers,
renounced his position as Canon and his wealth, and so formed the community
that became known as the Brothers of the Christian Schools. The educational
establishment resented his innovative methods and his insistence on gratuity for
all, regardless of whether they could afford to pay. Nevertheless,
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De La Salle and his Brothers succeeded in creating a network of quality schools.
In addition, De La Salle pioneered in programs for training lay teachers, Sunday
courses for working young men, and established one of the first institutions in
France for the care of delinquents.
1719
Worn out by austerities and exhausting labors, he died at Saint Yon near Rouen on
a Good Friday, only weeks before his 68th birthday. De La Salle was a pioneer in
founding training colleges for teachers, reform schools for delinquents, technical
schools, and secondary schools for modern languages, arts, and sciences. His
work quickly spread through France and after his death, continued to spread
across the globe.
1900
John Baptist De La Salle was declared a Saint.
1950
He was declared the Patron Saint of all those who work in the field of education.

LASALLIAN PRAYERS
“Let us remember that we are in the
holy presence of God”
“I will continue, O my God,
to do all my actions
for the love of You”
St. John Baptist De La Salle,
pray for us.
St. Benilde Romancon, pray for us.
Live Jesus in our hearts, forever!
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THE LASALLIAN GUIDING PRINCIPLES
1.

Foundational Principles of Lasallian Formation
The three fundamental values that constitute the formation of every Lasallian
are always taken as a collective. Each is an integral characteristic of an
authentic Lasallian who strives to do God’s work.

1.1. The Spirit of Faith. Sees, judges, and acts from the perspective of
Gospel values and convictions.

1.2. The Spirit of Zeal for Service. Participates wholeheartedly in activities

oriented towards the integral salvation of persons, particularly the poor.

1.3. Communion in Mission. Work together and by association for the
common mission and core values of the institution.

Working Together and by Association
All members of a Lasallian community have commitment in various forms by
which they stand as they uphold the Lasallian Mission.

I.

Individuals

a.

Members of the Philippine Lasallian Family are those involved in the
Lasallian institutions or ministry

b.

Lasallian partners are those with a long record of collaboration and
a need to deepen their Lasallian connections.

c.

Lasallian Associates are Partners who have truly imbibed the
Lasallian way of life, spirituality, and mission.

II. Groups

2.

a.

Lasallian groups comprise all that is connected to the Lasallian
institutions or ministry.

b.

Lasallian Pa rtner Groups are ‘intentional’ groups practicing aspects
of the Lasallian life.

c.

Lasallian Associations are those with formal associations with the
Lasallian Mission

Principles of Lasallian Education in the Philippines

2.1. The Lasallian School
2.1.1. Participates in the Church’s mission and committed to easing the
plight of the vulnerable and marginalized sectors of Philippine
society.
2.1.2. Possesses a commitment to continued renewal and
transformation, collaborating with others to accomplish a
common mission. Stakeholders work together, imbued with a
strong spirit of fraternal solidarity.
2.1.3. Constantly develops and deepens the Christian learner and
is attentive to the diverse learning/developmental needs of
students.
2.2. Lasallian Students
2.2.1. Express concern and compassion; and respond to the needs of
the vulnerable and marginalized sectors of society.
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2.2.2. Integrate Gospel perspectives and values in the conduct of their
daily lives. Working together creatively, constructively, and
enthusiastically, they strive to realize the common mission of
our schools.
2.2.3. Are committed to excellence in the greater service of God
and society. They take progressive responsibility for their own
learning.

2.3. Lasallian Educators
2.3.1. Work creatively, constructively, and enthusiastically to realize
the Lasallian Mission. They have a genuine commitment to
the integral human and Christian development of all learners,
accomplishing this by way of personal witness and service. They
are resources for the renewal of the Church and integral in the
development of society.
2.3.2. Are highly competent professionals dedicated to lifelong learning
and professional improvement and service.
2.3.3. Are attentive to their students, seeking to build appropriate
relationships that promote effective learning.

2.4. Lasallian Educational Experiences
2.4.1. Encourage synergy, collaboration, and dialogue in an
environment that is warm, hospitable, and imbued with mutual
respect.
2.4.2. Prepare learners for participation in the workforce, family,
community, society at large, and the local Church. Experiences
are enriched with established linkages to companies with which
students could gain employment.
2.4.3. Bring to the fore Christian perspectives and values on human
knowledge and culture, and impel learners to translate
knowledge into practice, with the aim of bettering society.

3.

Principles of Lasallian Social Development

3.1. Provides a clear understanding of the realities of human suffering,
and develops a stewardship role in preserving the integrity of God’s
creation and creating a humane and just society.

3.2. Acts to eliminate forms of human suffering that contradict God’s plan
of fullness of life.

3.3. Works in solidarity with peoples and institutions that share the

conviction in denouncing [all evil / injustice] towards the eliminating
unfair practices and social structures that compound the suffering of
the majority; promoting participation among the underrepresented;
and implementing other life-giving interventions.

13

ABOUT SAINT BENILDE ROMANÇON

JUNE 14, 1805
Pierre Romancon was born as the second son of Jean and Anne (Chauty)
Romancon in Thuret, France. He was baptized the same day.
His devout parents were farmers of modest means. As a child, Pierre had to
help with farm chores such as watching the sheep, but he was ridiculed by his
older brother when unable to help with more demanding chores because of his
small stature.
While visiting Clermont-Ferrand with his parents, Pierre noticed two Christian
Brothers in their religious habit walking the street of the town. This initial and
brief encounter was the impetus of his vocation. His father was not happy with
the idea of Pierre joining the Brothers and losing a son and farm worker.
As compromise, Pierre was enrolled in the Brothers’ school at Riom not far
away. He progressed well in his studies and was soon helping the Brothers
in the role of monitor and teaching assistant. After 16 months in this school,
Pierre’s resolve to join the Brothers was even stronger. When he applied to the
Novitiate at Clermont, he was refused because of his small stature. Undaunted,
he asked the intercession of St. Colette, a petite girl who suffered the same fate
when trying to enter the Poor Clares. Her prayers were answered with growth,
and the same was true of Pierre.
FEBRUARY 10, 1820
He was admitted to the Novitiate at 14.
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JUNE 22, 1820
He took the habit of the Brothers and was given the name Brother Benilde
Toward the end of his Novitiate his mother died, and Brother Benilde was
allowed to return home for the funeral and extended stay. His father tried
to dissuade him from returning, but Benilde was resolute; he returned and
completed his novitiate training.
1821
Brother Benilde received his first teaching assignment in Aurillac. In the
next 20 years he was assigned to schools in Moulin, Limoges, Clermont
and Billom. During this period, his class assignments progressed from
his initial elementary class to the senior class in school indicative of his
growth as an effective, skilled teacher.
1841
Brother Benilde was directed to open and head a new school in Saugues.
His patient, diplomatic handling of financial controversies surrounding the
town’s funding of his school helped set the course for more solid support
from all parties in the town. He soon earned the reputation as a wise
administrator, exceptional teacher, faith-filled catechist, helpful supervisor,
strong disciplinarian, and exemplary religious. He was responsible for
influencing over 200 young men to join the Brothers and nearly 60 to
become priests.
AUGUST 13, 1862
News of his death compelled the citizens of Saugues to weep and openly
proclaim, “The saint is dead!”
1903
He was proclaimed venerable by Pope Leo XIII.
1958
He was beatified by Pope Pius XII.
OCTOBER 29, 1967
He was proclaimed a saint, the first Christian Brother to be so honored.
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The Lasallian East Asia District (LEAD)

Vision
A fraternal and cohesive District, with members who are willing collaborators
in building truly human communities amidst the diversity of faith traditions,
culture, educational and political-economic systems and that reflect the values
of God’s Kingdom as expressed in the Gospel;
Constantly searching for and effecting ways to better fulfill the Lasallian mission
of providing a human and Christian/Spiritual education to the young, especially
the poor and those at risk in the context of new forms of interdependence on
international levels.
Mission
To this end we commit to:
•

Forge dynamic structures, effect creative programs and processes, and
build communities that sustain the viability and vitality of the Lasallian
mission in the District

•

Revitalize and seek new forms of educational ministry that are in service of
youth, especially the poor and those at risk

•

Continually form Brothers and Partners towards a deeper understanding of
our Lasallian vocation and a more profound commitment and association
for mission

•

Accompany our young men to consider the vocation of a Brother through
the witness of our spiritual, fraternal and apostolic life, and to commit
themselves to pursue the ministry and mission of St. John Baptist de La
Salle

•

Judiciously manage and mobilize resources to pursue our existing and
prospective mission and apostolates

The Lasallian East Asia District is composed of Hong Kong, Japan, Malaysia,
Myanmar, Philippines, Singapore and Thailand.
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DE LA SALLE PHILIPPINES
Mission-Vision Statement
De La Salle Philippines is a network of Lasallians in the Sector of the
Philippines established to facilitate collaboration in the Lasallian Mission and
the promotion of the spirit of faith, zeal for service and communion in mission
that together are at the heart of the journey of our Founder, John Baptist de
La Salle.
De La Salle Philippines is committed to building up educational communities
that demonstrate commitment to young people, especially those who are
poor, by providing them with access to a human and Christian education that
enables them to participate in the transformation of society.
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DE LA SALLE COLLEGE OF SAINT BENILDE
AS AN ACADEMIC INSTITUTION
History
De La Salle-College of Saint Benilde started as the College for Career
Development of De La Salle University-Manila in 1980. It was renamed the
Community College in 1984, and became known as the College of Saint
Benilde in 1988. Because of the need for expansion, the College moved to
its new location at 2544 Taft Avenue, Manila in January 1989 and became an
autonomous college in April 1994.
De La Salle-College of Saint Benilde recognizes the uniqueness and
multidimensionality of human intelligence. As such, it offers distinctly relevant
and innovative degree and non-degree programs designed for the development
of professionals in the arts, design, management, service industries, computer
applications in business, and other special fields of study. By stressing
excellence in educational innovation and Christian value formation, and
upholding the value of individual talents and personal learning styles, the
College fleshes out the concept of the multiversity that complements the thrust
of the other units in the De La Salle System. Benilde is one of the district
schools that comprise De La Salle Philippines (DLSP).
Statement of Identity
Faithful to our Catholic heritage and inspired by our Founder Saint John Baptist
De La Salle and Patron Saint Benilde Romançon, De La Salle-College of Saint
Benilde is a community of learners that fosters the holistic development of
persons for the service of society and the Church.
Vision-Mission
De La Salle-College of Saint Benilde is committed to building a just and humane
society by being at the forefront of innovative education that is accessible to
the poor and diversely-gifted learners.
EDUCATIONAL PHILOSOPHY
De La Salle-College of Saint Benilde is guided by the Lasallian values of faith,
zeal for service, and communion in mission. It envisions graduates who are
imbued with the Benildean expression of the Lasallian Core Values of being
God-centered, with integrity, socially responsible, creative and innovative,
professionally excellent, appreciative of individual worth, and one with the
plight of the poor.
The learning environment is founded on the belief that each student is unique
and endowed by God with talents and gifts that should be understood,
appreciated, and nurtured. In such an environment, students develop an
appreciation of and respect for their own talents and gifts as well as the talents
and gifts of others. To nurture these talents and gifts, the College provides an
educational environment that promotes innovations through learner-centered
teaching methodologies grounded on Howard Gardner’s Theory of Multiple
Intelligences. The College likewise encourages responsive student activities and
services.
Believing further that technology is a medium through which knowledge is
transmitted, the College supports the development of digital-aided instruction
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and equips teachers and students with the knowledge and skills necessary for
the acquisition of knowledge through modern technologies.
Benilde believes that awareness of environmental concerns, service to the
community, and concern for the common good are integral parts of education.
The College also believes that honesty, integrity, and meritocracy are
components of personal strength that are necessary for success.
Education is a collaborative effort among teachers, administration, support
staff, students, alumni, parents, and external publics. Therefore, all efforts are
exerted to foster a learning community that is conducive to the cooperation and
coordination of relevant activities.
Guided by this philosophy, Benilde envisions students who shall achieve their
full potential by developing and maintaining their love for continuing personal
and professional development, and to become responsible and competent
resources for Church and Nation, for the society and the global community.
LEARNER-CENTERED PARAMETERS
Lasallian education is geared towards the integral human and Christian
development of diverse types of learners, preparing them for responsible
participation in the workforce, family, community, society at large, and the local
Church. It emphasizes the importance of synergy, collaboration, and dialogue;
and encourages critical and creative thinking, self-knowledge, and selfmastery. The learning environment is founded on the belief that each learner is
uniquely endowed with God-given talents and gifts that need to be understood,
appreciated, and nurtured. As a Lasallian school, De La Salle-College of Saint
Benilde espouses and promotes a culture at the core of which is the learners.
In a learner-centered school, education is both a shared mission and a
collaborative effort among students, faculty, personnel, administrators, alumni,
and parents. There is a deep-seated respect for every member of this learning
community. College students are certainly learners. Faculty are learners, too,
as they inquire into the content of their disciplines, and continually develop
their instructional, technical, and research skills. Administrators are learners
as they enhance their leadership abilities, spearhead curricular directions, and
cultivate an environment conducive to learning. Personnel are learners as they
seek ways to do their jobs more effectively and efficiently, and advance their
knowledge through continuing education and training. Alumni are learners
as they build on the foundation established in their college education and
continually develop their expertise. Parents are learners as they engage with
the College community in upholding the best interest of the students.
As a Lasallian learner-centered institution, we accompany students in their
journeys of faith development and personal transformation, and share with
them meaningful learning encounters that will enable them to become, among
others, creative thinkers, competent professionals, and socially responsible
citizens. We believe that this brand of educational experience leads to more
sustained and empowered learning from which students can draw insights and
lessons beyond classroom education.
We strongly believe that to optimize learning and effect positive learning
outcomes, classes, services, and other relevant activities must reflect the goals
of the College. To this end, we are committed to creating learning environments
and experiences that allow students to discover and construct knowledge
for themselves, with as many options for learning as possible; and providing
quality teaching through a pool of faculty who are adequately trained in
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facilitating learner-centered instruction.
•
•
•
•
•
•

To guide us in our pursuit of this vision, DLS-CSB adheres to the following
principles governing learners, the learning process, and the learning
environment:
To be learner-centered means to learn continuously. A learner-centered
individual believes that learning is a lifelong endeavor.
To be learner-centered means to evaluate learning experiences. Reflection
and evaluation engender further learning.
To be learner-centered means to advance synergy and collaboration. A
learner-centered individual knows that learning is a shared mission.
To be learner-centered means to respect diversity. In a learner-centered
environment, members are treated equitably and each individual’s unique
gifts are recognized.
To be learner-centered means to nurture relationships. Sound and positive
relationships promote successful attainment of learning goals.

BREAKTHROUGH GOALS
Inclusion

By 2023, 25% of our student population would be comprised
of those who are economically disadvantaged, PWDs, and
may have special learning needs.

Innovation

By 2023, 100% of our graduating students would have
demonstrated their expertise in their areas of specialization
in at least two collaborative and innovative projects that aim
to improve the quality of life of people, especially the poor.
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BENILDEAN EXPRESSIONS OF
THE LASALLIAN CORE VALUES

A Benildean is an
extraordinary Lasallian
who is:
•
•
•
•
•
•
•

God-centered
With Integrity
Socially Responsible
Creative and Innovative
Professionally Excellent
Appreciative of Individual
Worth
One with the Plight of the Poor

What is in a
Benildean’s DNA?
A Benildean is characterized by a
spirit of
Faith, Service, and Communion in
Mission.
FAITH is manifested by a person
who is God-centered and with
integrity.
God-centered
Being God-centered means having
a living relationship with God that
is nurtured through:
•
•
•
•

Valuing oneself as a child of
God1,
Recognizing God’s presence in
events and in all of creation2,
Having an authentic prayer
life3, and
Living out human and Christian
virtues4

With Integrity
To be a person of Integrity entails the consistent upholding of one’s
commitment to the common good5 in thoughts, words and deeds.
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SERVICE is demonstrated by a person who is socially responsible, creative and
innovative, appreciative of individual worth, and professionally excellent.
Socially Responsible
To be Socially Responsible is to promote the common good5 by developing
awareness and understanding of social realities6, and taking appropriate action.
Creative and Innovative
To be Creative means having the ability to conceive new ideas, products, or
processes. To be Innovative means constantly improving on existing ideas,
products, or processes. The process of creating and innovating must:
•
•

Respond to the evolving needs of society
Promote the responsible and sustainable use of resources

Appreciative of Individual Worth
To be Appreciative of Individual Worth means recognizing each person’s
inherent value by:
•
•
•

Embracing diversity
Respecting each one’s uniqueness
Contributing to creating a culture of inclusion

Professionally Excellent
To be Professionally Excellent means going beyond what is expected of him/
her by providing quality service and creating value for others through a
commitment to lifelong learning7
COMMUNION IN MISSION is realized when a person is one with
the plight of the poor.
One with the Plight of the Poor
To be One with the Plight of the Poor8 is to be in solidarity9 with the poor by:
•
Recognizing and upholding the equal dignity10 of persons,
•
Understanding poverty11, its causes, and its many dimensions, and
•
Engaging with them for social development12 in a spirit of compassion
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Endnotes:

1
Child of God - This is also what ought to engage you to have an altogether special esteem
for the Christian instruction and education of children, because it is a means to help
them become true children of God and citizens of heaven. This is the very foundation and
support of their piety and of all the other good that takes place in the Church. (MTR 199.3)
2
Recognizing God’s presence – In his letter to young Lasallians (July 2002), the Superior
General, Br. Álvaro Rodríguez Echevarría FSC, writes:

‘‘First of all, the spirit of faith invites us to look at life, events, history, as places where God
is made manifest. Here we are speaking of looking at everything in the light of faith or in
the light of God, and to discover Him present in his Word, in men and women, in the poor,
in nature, in history, and in ourselves.
‘‘In the GOSPEL, his Word is always alive and ever present. For De La Salle, the Gospel was
not a book which evoked a story of the past, but the Good News of a close God who loves
us as we are ‘‘today.’’ And it is up to us to make that gratuitous love present to the world,
that love which we experience in our lives.
‘‘In HUMAN PERSONS made in the image of God and the revelation of his mysteries.
‘‘In the POOR. If everyone is a reflection of the face of God it is especially in the poor
where his manifestation is greater. The Founder invites us to ‘‘recognize Jesus beneath
the poor rags of the children’’ (Meditation 96.3). The more we have this attitude, the
more we will be attentive and sensitive to all forms that are opposed to God’s saving plan.
Being sensitive to, and defending human rights, especially those of children, is part of our
Lasallian vocation.
‘‘In NATURE, the place of the marvels of God. It is this nature, which each year is renewed
in passing from the death of winter to the life of spring. We need only to open our eyes to
find God. The sky, mountains, the sea... all of these are gifts from God. By means of the
book of the world, we can reach the author of everything.
‘‘In HISTORY, the place of God’s activities, where his saving plan is made manifest. In a
certain way for the Christian, all of history is sacred, because it reveals God and his love
for the world. Therefore, two types of reading are mandatory for all young Lasallians. The
Bible, especially the Gospels, where God is revealed in his Word and the newspaper or the
television news, where each day I can discover the face of God through world events about
which I cannot be indifferent.
‘‘In MYSELF, the temple of the Trinity. The more I go deeply into myself the more I
encounter God. This was the experience of Saint Augustine: ‘I loved you late in life, beauty
so ancient and so new, I loved you late in life. You were in my inner being and I was
outside and I set about searching for you in all the beautiful things created by You.’’ (see
Guiding Principles of the Philippine Lasallian Family, pp. 9-10)
3
Authentic prayer life – Refers to being honest and open with God. This includes both
personal and communal prayer
4
Human and Christian virtues – Refers to the theological virtues of faith, hope and charity,
and the cardinal virtues of justice, prudence, temperance, and fortitude (See Catechism of
the Catholic Church, No. 1804-1809, 1812–1829)
5
Common Good refers to “the sum total of social conditions which allow people, either
as groups or as individuals, to reach their fulfillment more fully and more easily” (Pope
John XXIII, Pacem in Terris 55). Common good “is not simply the sum total of particular
interests; rather it involves an assessment and integration of those interests on the basis
of a balanced hierarchy of values; ultimately, it demands a correct understanding of the
dignity and the rights of the person” (Pope John Paul II, Centesimus Annus 47).
6
Heightened awareness of social realities subsequently aids the Lasallian in reading the
signs of the times, discerning from this expansive assessment of social realities the various
modes of life affirming action that could be implemented to address prolonged social
problems (Guiding Principles of the Philippine Lasallian Family, p.22).
7
Lifelong learning is a process that involves the acquisition and upgrading of knowledge,
skills, values and qualifications throughout all stages of a person’s life — from early
childhood through adulthood. It promotes the development of competencies that will
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enable citizens to adapt to a knowledge-based society and participate actively in all
spheres of life. It values all forms of learning including formal learning (e.g. universitybased learning), non-formal learning (e.g. skills acquired at the workplace) and informal
learning (e.g. inter-generational learning) (Commission on Higher Education Handbook on
Typology, Outcomes-Based Education, and Institutional Sustainability Assessment, 2014).
8
Poor (and vulnerable): The term refers in the first place to the economically poor
and to all those deprived of the means to realize their dignity as persons. In a broader
sense, these are men, women and children who suffer from various forms of “poverty
as frustration,” the impoverishment born of injustice, physical and social evils, personal
insufficiency and failure (Guiding Principles of the Philippine Lasallian Family, p. 9).
9
Solidarity is not a feeling of vague compassion or shallow distress at the misfortunes of so
many people, both near and far. On the contrary, it is a firm and persevering determination
to commit oneself to the common good; that is to say to the good of all and of each
individual, because we are all really responsible for all. This determination is based on the
solid conviction that what is hindering full development is that desire for profit and that
thirst for power already mentioned.

These attitudes and “structures of sin” are only conquered - presupposing the help of
divine grace - by a diametrically opposed attitude: a commitment to the good of one’s
neighbor with the readiness, in the gospel sense, to “lose oneself” for the sake of the
other instead of exploiting him, and to “serve him” instead of oppressing him for one’s
own advantage (cf. Mt 10:40-42; 20:25; Mk 10:42-45; Lk 22:25-27) (Pope John Paull II,
Sollicitudo Rei Socialis 38)
Human Dignity - The dignity of the human person is rooted in his creation in the image
and likeness of God (article 1); it is fulfilled in his vocation to divine beatitude (article 2).
It is essential to a human being freely to direct himself to this fulfillment (article 3). By his
deliberate actions (article 4), the human person does, or does not, conform to the good
promised by God and attested by moral conscience (article 5). Human beings make their
own contribution to their interior growth; they make their whole sentient and spiritual lives
into means of this growth (article 6). With the help of grace they grow in virtue (article
7), avoid sin, and if they sin they entrust themselves as did the prodigal son to the mercy
of our Father in heaven (article 8). In this way they attain to the perfection of charity
(Catechism of the Catholic Church No. 1700).

10

Poverty – refers to the impoverishment born of injustice, physical and social evils,
personal insufficiency and failure (Guiding Principles of the Philippine Lasallian Family, p.
9).

11

12 Social Development - As Lasallian institutions we understand that genuine social
development and the fullness of life for everyone in God’s plan requires our institutions to
fulfill our educational mission and subsequently:
• Bring forth awareness and a deeper understanding of social realities.
• Effect liberating action.
• Be in solidarity with progressive elements of the larger community to bring forth a society
that is in keeping with God’s plan.
(see Guiding Principles of the Philippine Lasallian Family, pp. 21-23)
Ratification of Ben Ex Definitions (BenEx Assembly)
February 5, 2016
9:00 AM to 3:00 PM
ARG Theater, Taft
Derived from Ratification of Ben Ex Definitions (BenEx Assembly) with Administrators,
Faculty, Personnel and Students conducted in 5 February 2016.

24

Benildean Milestones
1980
•

1985
•

1988
•

1989.
•

1991
•

•
•
•

1993
•

1995
•
•

1996
•
•
•
•

1997
•
•

1998
•
•

1999
•

De La Salle University (DLSU), under the administration of Br. Andrew
Gonzalez FSC, established the Career Development Program (CDP), a night
school for working professionals.
On top of night classes, DLSU’s Community College started offering prebaccalaureate programs to equip students with competencies for collegiate
studies.
De La Salle University-College of Saint Benilde was established.
DLSU-CSB moved from DLSU to its own campus at 2544 Taft Avenue,
Manila. Its general education curriculum became part of the College’s Arts
and Business Studies Area, which was later renamed as the School of
Multidisciplinary Studies.
The College introduced Bookkeeping and Accounting vocational programs
for the Deaf. Ten years later, the programs were re-established, becoming
the School of Deaf Education and Applied Studies (SDEAS), one of only six
institutions in the country that offer post-secondary education to the Deaf.
Benilde started offering the Bachelor of Arts in Industrial Design degree
program.
The School of Multidisciplinary Studies was established.
The Student Publications Office was created.
The College started conducting its own admissions process.
The College becomes an autonomous component unit of the De La Salle
University System.
The Certificate Program Center was established.
The School of Hotel, Restaurant and Institution Management (SHRIM) was
launched.
Benilde started offering the Bachelor of Science in Business Administration
Major in Export Management (BSBA-EM) degree program.
The Bachelor of Arts in Fashion Design and Merchandising degree program
was founded.
The Bachelor of Performing Arts in Dance was founded.
The College held its first commencement exercises independent of DLSU.
The First Gawad Sinagtala was held
DLSU-CSB officially became a member of the National Collegiate Athletic
Association (NCAA).
Benilde won its first championship for NCAA Men’s Taekwondo.
DLSU-CSB inaugurated the Angelo King International Center along Arellano
Avenue corner Estrada Street, Manila. The College’s second campus houses
the CSB Hotel-International Conference Center.

•
•

2000
•
•
•
•
•
•

2003
•

2004
•
•

Benilde started offering the Bachelor of Science in Business Administration in
Information Systems Management degree program.
Benilde started offering the Bachelor of Arts in Multimedia Arts degree
program.
The School of Management and Information Technology was established,
with degree programs anchored on a Bachelor of Science in Business
Administration (BSBA) background.
Benilde started offering the Bachelor of Science in Information Management
degree program.
Benilde brought home the NCAA Men’s Basketball championship.
Benilde started offering the Bachelor of Arts in Music Production degree
program.
The Young Hoteliers Exposition, formerly known as “Food and Beverage
Challenge”, was founded.
The Learning Resource Center Extension at Duerr Hall, Ground Floor, Taft
Campus was opened.
The Solomon Guest House was opened to the public.
The College’s name change from De La Salle University-College of Saint
Benilde to De La Salle-College of Saint Benilde was ratified.
The School of Professional and Continuing Education (SPaCE) was founded,
offering college graduates post-baccalaureate diploma courses in various
fields.

•

The Bachelor of Science
in Hotel, Restaurant and
Institution Management
(BS-HRIM) degree
program was awarded
Level 1 accreditation by
the Philippine Accrediting
Association of Schools,
Colleges and Universities
(PAASCU). It was
Benilde’s first academic
program to be accredited
by PAASCU.

•

Benilde was deputized
by the Commission on
Higher Education (CHED)
to offer BS-HRIM in
two specialized tracks,
Hospitality Management
and Culinary Arts
Management, through
the Expanded Tertiary
Education, Equivalency,
and Accreditation
Program (ETEEAP).

•

The
SHRIM
student
organizations,
Hoteliers
in Progress (now the
World
Class
Hoteliers
in Progress), Chefs in
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•
•

2005
•
•

2006
•
•
•
•
•

2007
•

•
•
•

2008
•
•
•
•
•
•

2009
•
•
•
•
•
•
•
•
•

2010
•
•
•
•
•

Progress, and Travelers in Progress, were formed.
Benilde broke ground for the School of Design and Arts (SDA) Campus.
Benilde brought home its first NCAA Men’s Lawn Tennis championship.
Benilde brought home its first NCAA Men’s Chess championship.
The BSBA-Human Resource Management (HRM) and BSBA-EM degree
programs were awarded PAASCU Level 2 accreditation.
The Post Secondary Education Network International Learning Center was
inaugurated.
Benilde emerged as the first time “four-peat” champion in NCAA Men’s Beach
Volleyball.
Benilde brought home its first Women’s Beach Volleyball championship.
Benilde won its first NCAA Men’s and Women’s Table Tennis championships.
The College is named NCAA’s overall champion.
Benilde inaugurated the SDA Campus, its third campus, along Pablo Ocampo
Street, Manila.
Benilde started offering the Bachelor of Arts in Animation degree program.
Benilde started offering the Bachelor of Arts in Digital Filmmaking degree
program.
Benilde started offering the Bachelor of Arts in Photography degree program.
“United in Faith Partners in Nation Building” was held in Benilde, with its
speaker, East Timor President Jose Ramos-Horta. He was the first foreign
head of state to visit the College.
The Bachelor of Science in Information Management (BS-IM) degree program
was renamed Bachelor of Science in Information Systems (BS-IS).
The Bachelor of Science in International Hospitality Management degree
program was officially launched.
PAASCU Levels 2 and 3 accreditation was granted to the BS-HRIM degree
program.
Benilde won its second NCAA overall championship.
The College started offering the Bachelor of Science in Architecture degree
program.
Benilde started offering the Bachelor of Science in Information Technology
with specialization in Game Design and Development degree program.
Benilde joined the Game Development Association of the Philippines.
The Chef’s Station at the SDA Campus was inaugurated and opened.
SDEAS received the Go Negosyo Youth Entrepreneurship Enabler Award.
The Academic Extension Program under the Department of Student Life was
established.
Benilde brought home its first NCAA Women’s Soft Tennis championship.
Benilde won its first back-to-back NCAA overall championship.
CHED recognized the AB-MP degree program.
The Chef’s Station at the AKIC Campus was inaugurated and opened.
Vatel Restaurant Manila was officially launched.
Benilde brought home its first NCAA Women’s Basketball championship.
Benilde won its first NCAA Women’s Swimming championship.
Toonbro Animation Studios was established.
The Benildean Deaf Association was accredited by DSL-Student Involvement
Office

2011
•
•
•
•
•
•
•
•

2012

Benilde launched the Br. Miguel Febres Cordero (MFC) Building, home to
offices/centers/departments and student organizations that provide support
services to students.
The Saint Jaime Hilario Center was established to empowers persons with
disabilities by providing computer applications training and employment
assistance.
The Master of Science in Tourism and Hospitality Management degree
program was launched.
The Lasallian Association of Tourism and Hospitality Education was
established.
The Saint Benilde Romancon Dance Company (SBRDC) won the National
Cheerleading Championship (All Girls Category).
Coro San Benildo bagged the Gold Diploma III in the Folklore Category Mixed
Youth Choir of the First Vietnam International Choir Festival and Competition.
Benilde brought home its first NCAA Men’s Badminton championship.
PAASCU granted Level 3 accreditation to the BSBA-HRM and BSBA-EM
degree programs.

•

New Student Lounges for students and student organizations/groups are
provided
at
the
Taft
Campus and SDA Campus.

•

Benilde bagged the “eightpeat”
championship
in
NCAA
Women’s
Table
tennis.

•

Benilde
celebrated
25
years of quality education.
It also premiered its first
animated feature produced
through ToonBro Animated
Studio

•

Br. Dennis M. Magbanua
FSC was installed as the
ninth President of Benilde.

•

Coro San Benildo won Gold
in the Diploma Level V Mixed
Choir Category at the Sing
n’ Joy Louisville, Kentucky,
USA International Choral
Festival and Competition

•

Coro San Benildo won Gold in the Sacred Choir Music Diploma Level III Category
at the Sing n’ Joy Louisville, Kentucky, USA International Choral Festival and
Competition

•

Coro San Benildo won Gold in the Mixed Choir Difficulty Level I at the Sing n’
Joy Louisville, Kentucky, USA International Choral Festival and Competition

•

Coro San Benildo won Gold in the Folklore Diploma Level III Category at the Sing
n’ Joy Louisville, Kentucky, USA International Choral Festival and Competition

•

Karilyo participated in “Arkipelago”, a performance by the Anino Shadowplay
Collective.

•

Andrew Cafe, a gourmet restaurant at the MFC Building, was opened.
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•

2014
•
•
•
•
•
•
•
•

2015
•
•
•
•
•
•
•
•
•
•
•
•
•
•

2016
•
•
•
•
•
•
•
•

The first Benilde Animation Festival was held
The film “Mana” directed by Gabriel Fernandez, premiered before Br.
Victor Franco FSC ended his term as Benilde President.
Hotel Benilde Maison de La Salle (formerly CSB Hotel) was reopened
to the public in 2014 after a year of renovation. The refurbishment was
designed by architects Manny Samson and Rogelio Villarosa.
Benilde launched the “Thinc” Inclusivity and Innovation program.
BS-HRIM was granted PAASCU Level 3 re-accreditation while BSBA-MM
and BSBA-BM were granted Level 1 accreditation.
Benilde was named School of the Year by the President of Groupe Vatel.
SHRIM was approved as a TESDA Accredited National Assessment
Center.
SBRDC was named a finalist in the Contemporary and Folk Dance
Category of the Seoul International Dance Competition
The Digital Filmmaking Program was rebranded to BenildeFilm.
Benilde launched the Brothers House Program for Associates.
Mr. Robert L. Tang was installed as the new Chancellor of Benilde.
PAASCU granted Level 1 accreditation for the AB-MMA and BS-IS degree
programs.
The College started offering the Bachelor of Science in Real Estate
Management degree program.
CHED recognized SMIT as a pioneer school for offering the BS-Interactive
Entertainment and Multimedia Computing Major in Game Art and Major
in Game Development degree programs.
Papal Entourage for the 2015 Apostolic Visit of Pope Francis to the
Philippines stayed at Hotel Benilde.
Benilde bagged its second back-to-back NCAA general championship.
Benilde won the “seven-peat” championship in NCAA Women’s
Badminton.
Benilde Hive, the first LGBTQ student organization in Benilde, was
accredited.
Benildeans were among the Filipino Sign Language inset interpreters for
Pope Francis’ papal visit coverage.
Coro San Benildo brought home one gold, four silvers, three bronzes,
three special awards, and a Grand Prix finalist award from the Seghizzi
International Choral Competition.
The new Benilde Covered Court was launched.
Primo Musico, a student organization for AB-MP students, was
established.
An E-classroom prototype was constructed.
SMIT was granted Center of Excellence (COE) in Business Administration
by CHED.
SHRIM was awarded a COE in Hotel and Restaurant Management by
CHED.
The BS-HRIM degree was granted PAASCU Level 4 accreditation.
The BSBA-HRM, BSBA-EM, and BSBA-Computer Applications degree
programs were granted PAASCU Level 3 re-accreditation.
The BS-IHM degree program was granted PAASCU Level 1 accreditation.
Hotel Benilde was recognized with a guest review award from Booking.
com.
Commencement of Master of Science in Tourism and Hospitality
Management as Delivering Higher Education Institution (DHEI).
Hotel Benilde was awarded a certificate of excellence by Trip Advisor
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•
•
•
•
•
•
•
•
•

2017
•
•
•
•
•
•

SBRDC was named finalist in the World Hiphop International Dance
Championship.
Coro San Benildo won the Youth Category of the 70th Llangollen
International Music Esteddfod.
Coro San Benildo placed second in the Folklore Category at the 70th
Llangollen International Music Esteddfod.
Coro San Benildo was named finalist in the 70th Llangollen International
Music Esteddfod.
The Benilde Muslim Association and Benilde Best Buddies were
accredited by DSL-Student Involvement Office
Benilde brought home its first NCAA Lawn Tennis championship.
Benilde won its first NCAA Women’s Volleyball championship.
SPaCE and Philippine Stock Exchange (PSE) partnered to offer the
Certified Security Specialist course.
Greenway Square was constructed.
PAASCU granted Level 2 re-accreditation to the BSBA-MM and BSBABM degree programs.
SDEAS celebrated its 25th anniversary with the theme “Trailblazing
Deaf Education in the Philippines.”
SHRIM was opened to SHRIM to Deaf undergraduate students for AY
2017-2018.
Benilde was accredited as an Apple Distinguished School.l
The College’s Consular and Diplomatic Affairs students participated in
the Harvard World Model United Nations (MUN) for the first time.
Benilde brought home its first NCAA Men’s Volleyball championship.

2018
•
•

•

2019
•

•
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Service-learning is
integrated in the
curriculum.
Benilde-Antipolo,
an integration of
Benilde-Manila and
the college level of
La Salle Antipolo,
opened for AY
2018-2019.
Benilde-Manila
opened Benilde
Deaf School, a
secondary level
school.
Br. Edmundo
“Dodo” L.
Fernandez FSC
was named the
incoming President
of DLS-CSB.
The Institutional
Policy on Social
Development was
approved.
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General Provisions
1.1
1.2
1.3
1.4
1.5
1.6

Title
Coverage
Definition of Terms
Academic Calendar
Suspension of Classes
Guidelines on the Local Off-Campus
Activities and International
Educational Trips

SECTION 1
General Provisions
1.1 Title
This document shall be know as the Benilde Undergraduate Student
Handbook AY 2019-2022 or the Student Handbook

1.2 Coverage
The Student Handbook shall apply to all undergraduate students who are
enrolled in the different programs of the College. It is periodically reviewed/
updated every three (3) years.

1.3 Definition of Terms
Activity Ban - a period when non-curricular/academic activities are
suspended to ensure that students are focused on fulfilling their academic/
course-related requirements.
Approved Absence - an absence incurred by a student who is sent to
officially represent the College as a delegate to a meet, training, performance,
conference, competition, or other similar functions. An Approved Absence
Form is used to seek for approval of the said absence.
College Break (C-Break) - a period within a school week where there are
no scheduled academic classes. Students may use this free time to do their
homeworks/projects, or attend school activities or school meetings.
Cumulative Grade Point Average (CGPA) - the average of grade points
obtained for all courses completed up to a given academic term.
Grievance - an official statement of a complaint over something which is
believed to be wrong or unfair in the institution or may be involving students
or associates. It is usually expressed in writing. It is usually expressed in
writing. A grievance includes a violation of policies, regulations, laws , or
standards.
Inclusion - a process of addressing and responding to the diversity in the
needs of all children, youth, and adults through increasing participation in
learning, cultures, and communities, and reducing and eliminating exclusion
within and from education. It involves changes and modifications in content,
approaches, structures, and strategies, with a common vision that covers
all children of the appropriate age range and a conviction that it is the
responsibility of the regular system to educate all children” (United Nations
Educational, Scientific and Cultural Organizations, 2009; Asian Development
Bank, 2010).
Innovation - the execution of a new idea or an improvement of an old
one which addresses a relevant challenge, promotes inclusion, and provides
value for all stakeholders.
Institutional Academic Freedom - consist of the right of the institutions
to decide on academic grounds: what should be taught, how it should be
taught, who may teach, and who may be taught
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International Students - students who undertake all or part of their
higher education experience in a country other than their home country
or students who travel across a national boundary to a country other
than their home country to undertale all or part of their higher education
experience (CMO 55 s. 2016).
Maximum Retention Period (MRP) - set the maximum allowable period
for a student to earn a degree. This is computed at flowchart number of
terms multiplied by 1.5. For example the flowchart term is 10 then the
MRP is 15 terms. The college reserves the right to deny re-enrollment to a
student whose MRP has ended.
Right - an inherent and irrevocable entitlement held by all citizens or all
human beings from the moment of birth.
Student with Specific Learning Needs - students who have disclosed
conditions supported by appropriate diagnostic and medical documents
related to neurodevelopmental disorders including but not limited to
intellectual disabilities (ID), autism spectrum disorder (ASD), attention
deficit/hyperactivity disorder (ADHD), and specific learning disorders (SLD)
Term Grade Point Average (GPA) - the average of grade points obtained
for all courses completed for a particular term.

1.4 Academic Calendar
Benilde follows the trimestral academic calendar. The first term of the
academic year starts no later than August 31. There are fourteen weeks
in one calendar term, and normally one week break before the succeeding
term. The term’s midterm exams are scheduled on the 7th week and the
final exams on the 14th week.
The bridging term allows students to catch up with back subjects in
the Foundation/Core and General Education courses. Similarly, it allows
students a headstart with courses that are output intensive. These courses
are so declared in the program flowchart. The bridging term is scheduled
two to three weeks prior to the start of the succeeding academic year.
Classes meet daily, Monday to Saturday, to complete the required class
hours.
The 13th and 14th weeks of the term are “Activity Ban” periods. This
means that non-curricular activities, or activities that are not indicated in
the course syllabus should not be conducted.
College Break (C-Break) is scheduled once in a week to provide time for
the conduct of academic and extra-curricular activities.

1.5 Suspension of Classes
Any suspension of classes shall be announced by the Office of the Chancellor,
in coordination with related offices, through the College email system,
College intranet WeBenilde, and social media via the official Facebook and
Twitter pages. Official announcements may also be posted on all gates of the
College.
When classes are suspended, office operations in the College are also
suspended. All campuses and facilities are closed except for the Hotel
Benilde, which shall remain fully operational.
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1.5.1 Suspension of Classes Due to Government Proclamation
The College abides by proclamations and announcements of suspension
from the following government institutions: the Office of the President of
the Philippines (Malacañang), Commission on Higher Education (CHED),
and Manila City Government.
The Chancellor requires an official document from said government offices
and clearance from Benilde’s President and/or relevant administrators
before releasing any class suspension announcement.

1.5.2 Suspension of Classes in the Event of Inclement Weather
(Typhoons and Floods)

As with suspensions because of government proclamation, the College
follows the decision of Malacañang, CHED, and the Manila City Government,
and the National Disaster Coordinating Council (NDCC) as well.
If typhoon signal no. 3 is announced, College facilities and campuses will
automatically be closed and all College activities suspended. Classes may
also be suspended even with lower or no typhoon signal warnings if areas
around the campuses are foreseen to be flooded.
If classes are suspended after classes have started, suspension shall take
effect at the end of the current class period or as recommended to the
Office of the President by the Office of the Chancellor.
In cases of inclement weather and emergencies, CIC and the Digital
Technology Office (DTO) shall publish announcements via email,
WeBenilde and text blast at the soonest time. CIC may also send official
announcements via SMS to all administrators for dissemination to faculty,
associates, and students under their purview.
Note: The College reserves the right to cancel any student trip, curricular
and/or extra-curricular activities because of unforeseen circumstances that
would compromise the safety, health, and/or security of participants. Any
exemption should be subject to the approval of the Chancellor.

1.6 Guidelines on the Local Off-campus activities and International
Educational Trips

Benilde committed to be at the forefront of innovative education,
“recognizes the importance of providing students with various learning
opportunities and to create and sustain an adequate and integrated
system of education relevant to the needs of the people and society. In the
process, generating global awareness and providing the experience can
help form Benildeans in becoming world-ready. For detailed implementing
guidelines, see Appendix A (Implementing Guidelines on Local Off-Campus
Activities and International Educational Trips).

34

2

Policy Statement of
Students’ Rights and
Responsibilities
2.1 Mutual Expectations Between Benilde
and its Students
2.2 Student’s Rights
2.3 Student’s Responsibilities

SECTION 2
Policy Statement of Students’ Rights and
Responsibilities
2.1.

Mutual Expectations Between Benilde and its Students
Benilde, being a learner-centered tertiary educational institution,
is committed to the advancement of learning and the holistic
development of students. The College acknowledges unique
distinctions in achievement, experience, and aspirations. Students are
expected to commit to learning; act as mature individuals; and behave
justly, humanely, and ethically.

2.2.

Student’s Rights

2.2.1. Academic Rights
The College recognizes that students have rights and privileges, and
duties and obligations as stated in this Student Handbook. In the
exercise of their rights, students should take care not to infringe on
nor violate the rights of others in the Benildean community. Students
must therefore exercise their rights responsibly, purposely promoting
the common good.
All students shall be accorded:
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2.2.1.1.

The right to gather opinions for academic development.

2.2.1.2.

The right to conduct research in the pursuit of academic
growth and personal development.

2.2.1.3.

The right to pursue quality education through competent
and effective instruction.

2.2.1.4.

The right to express their opinion and give feedback
on the curriculum to their respective Program Chairs/
Coordinators or School Deans.

2.2.1.5.

The right to consult with faculty members at the
designated time and place within the College; and inquire
about their academic requirements and standing, and cocurricular programs and extracurricular activities.

2.2.1.6.

The right to be informed, at the start of the trimester,
of the process by which they will be evaluated in the
courses they enrolled in. They have the right to see the
computation of their final grades, and all graded course
requirements such as quizzes, midterm and final exams,
term papers, and other projects on grade consultation
day.

2.2.1.7.

The right to seek redress of academic grievances.

2.2.1.8.

The right to take midterm and/or final exams regardless of
unpaid balances in their accounts. The College, however,
shall have the right to withhold the release or issuance of
the students’ school records or documents, or deny them
admission for the next trimester, until all dues are fully
paid.

2.2.1.9.

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

2.2.1.10. The right to the issuance of official certificates, diplomas,
transcript of records, grades, transfer credentials, and
other similar documents within thirty (30) days from
request.
2.2.1.11. The right to guidance and counseling services for decisionmaking and selection of alternatives in the fields of work
suited to their potentialities.
2.2.2. Right to Information and Access
Students shall have access to all official public information on matters
directly affecting their individual and/or collective welfare. They shall
have access to their own academic records, the confidentiality of which
the school shall maintain.
Deaf students have the right to access the services of a competent
interpreter to ensure that they benefit equally from the resources
available to their hearing counterparts.
2.2.3. Right to Express Opinion
Students have the right to express their opinion and disseminate
information regarding school, national, and global issues through
written, oral, visual, or electronic forms, as long as these do not run
counter to law, public morals, safety, and general welfare.
Students are enjoined to identify themselves when intending to
circulate or publish comments and reactions on matters pertaining
to fellow students, student activities, academic and administrative
policies, or practices so that the intended recipient/s of the said
comment/reaction could direct explanations or justifications to the
right person and source of the information.
Students have the right to publish and manage regular student
publications, provided they practice responsible journalism and adhere
to the Vision-Mission of the College.
The Student Publications Office (SPO), through the Benildean Press
Corps (BPC) and the Benildean Yearbook Office (BYO), regularly
publishes the College’s official student publications. In consultation
with the Dean of Student Life (DSL), and in accordance with Republic
Act No. 7079 (Campus Journalism Act of 1991) and other applicable
laws, the selection of the BPC and BYO editors shall be made through
competitive examinations supervised by an independent screening
committee. The Editorial Boards of BPC and BYO, in consultation with
the Publications Coordinator, Yearbook Coordinator, and SPO Head,
shall determine their editorial policies and publications’ content.
Control or censorship by the aforementioned personnel or by any other
administrator or personnel of the College shall be discouraged, unless
the publication content runs contrary to law or to the standards and
values upheld by the College, as stated in its Vision-Mission and/or
rules, regulations, and guidelines.
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2.2.4. Right to Participate in the Formulation and Review of College
Policies
Students, through the Central Student Government, are represented in
the following bodies for the formulation, review, and implementation of
policies:
2.2.4.1.

Concessionaires Committee

2.2.4.2.

Lasallian Week Committee

2.2.4.3.

Enrollment Committee

2.2.4.4.

College Discipline Board

2.2.4.5.

Grievance Committee

2.2.4.6.

College Library Committee

2.2.4.7.

Multi-Sectoral Tuition Fee Committee

2.2.4.8.

Committee on Student Involvement

2.2.4.9.

Student Handbook Revision Committee

2.2.4.10. Committee on S.A.F.E. (Schools Aiming for a Friendly
Environment)
2.2.4.11. Committee on Decorum and Investigation
2.2.4.12. Task Force Safe School
2.2.5. Right to Organize
Students shall have the right to organize democratic and
representative student organizations for the promotion of Lasallian
heritage, Lasallian Guiding Principles, Lasallian ideals, and Benildean
Expressions of the Lasallian Core Values, and in adherence to the
vision-mission of the College. The rules and regulations governing
student organizations and the Central Student Government are
stipulated in the Student Involvement Manual of the Student
Involvement Office (SIO). Other offices, however, have their own
guidelines and policies for managing student groups under their
supervision.
Student organizations shall have their own leadership structure and set
their own directions, goals, and objectives. They shall also responsibly
manage their accounts. The Department of Student Life, through the
SIO, formulates the guidelines and policies within which the student
organizations shall operate.
The Central Student Government, being the highest representative
of the student body and the manifestation of student power in their
respective jurisdictions, shall have the right to determine policies
and programs on the conduct of their activities. These are subject to
the duly ratified constitution, bylaws, and guidelines in the Student
Involvement Manual and Student Handbook. Officers shall be elected
annually by the student body. The tenure of an elected officer shall be
until the next set of officers is elected, unless s/he is removed from
office because of disciplinary cases or impeachment.
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2.2.6. Right to Due Process
Students subjected to disciplinary proceedings shall have the right to
defend themselves, be heard, and present evidence before the College
Discipline Board.
The expulsion, suspension or any other disciplinary sanction that may
be taken against students shall not be valid unless the following have
been observed and accorded the students:
2.2.6.1.

The right to be informed in writing of the nature and cause
of the accusation against them.

2.2.6.2.

The right to confront witnesses against them and to gain
full access to the evidence in the case.

2.2.6.3.

The right to defend themselves, to consult a counsel of
their choice, and to have adequate time to prepare for
their response.

2.2.6.4.

The right to be heard before a designated authority or
body.

2.2.6.5.

The right to appeal the decisions of the College Discipline
Board to the Chancellor.

Under Philippine law, the Commission on Higher Education (CHED) is
granted the authority to accept appeals, contingent on the merits of
any disciplinary case filed against students.
The decision in any disciplinary proceeding must be rendered on the
basis of relevant and substantial evidence presented at the hearing,
or at least stated on record, and disclosed to the student involved.
The deciding body must act on its own independent consideration of
the facts of the case. In the event of controversial cases, the body
should render a decision in which pertinent issues and reasons for
such decisions are made clear to the student/s involved. The gravity of
disciplinary sanctions must be proportionate to the violation.
2.2.7. Right Against Unreasonable Search and Seizure
No search or seizure against a student shall be deemed valid, except in
the following instances:
2.2.7.1.

Searches at the point of ingress and egress by authorized
school personnel.

2.2.7.2.

Seizure of illegal articles (see Section 7).

2.2.7.3.

Searches that lead to the seizure of illegal articles
inadvertently discovered by duly authorized personnel.

2.2.7.4.

Searches made when the student is suspected of planning
to commit, is committing, or has committed a crime or
a serious infraction of the school’s rules and regulations.

2.2.7.5.

Searches made with a valid warrant.

2.2.8. Right Against Militarization of the School Campus
The pursuit of academic excellence and exercise of academic freedom
can be attainedonly in an atmosphere free from fear and unreasonable
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restraint. Pursuant thereto, no military detachments shall be installed
in the school campus.
Military elements and/or policemen and school security forces shall not
interfere with student activities. School officials may, however, request
their presence in cases where there is disruption of normal school
operations because of national or local emergencies such as war,
natural calamities, or any similar situation.
2.3.

Student’s Responsibilities

2.3.1. Benildeans are expected to abide by the duties and responsibilities of
students as stipulated in Section 15 of Batas Pambansa Blg. 232 (Education
Act of 1982). In addition to those provided for under existing laws, it is also
the students’ responsibility to:
2.3.1.1.

Develop their potentials to the fullest so that they may
be of responsible service to their families and the society.

2.3.1.2.

Strive for academic excellence, exercise moral integrity,
and adhere to the rules and regulations governing
academic and moral responsibilities.

2.3.1.3.

Promote peaceful and harmonious relationships with all
members of the academic community and help maintain
order and cleanliness in the campus.

2.3.1.4.

Participate actively and responsibly in school activities
and civic affairs, in line with the development of the
community and country.

2.3.1.5.

Uphold, preserve, and maintain the good name of the
College.

2.3.1.6.

Exercise their rights responsibly, recognizing and
accepting liability for any infringement or violation of the
public welfare and rights of others.

2.3.1.7.

Be mindful of the sensitivities of others, such as using
biologically assigned restroom when an all-gender
restroom is not available.

2.3.2. Be mindful of responsibilities and compliant to duties specific to the
College, or policies necessary for various academic processes and the
documentation of grades and related materials. These responsibilities
include:
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2.3.2.1.

Knowing who their Academic Adviser is.

2.3.2.2.

Seeking and keeping appointments with their Academic
Adviser.

2.3.2.3.

Updating their academic flowcharts.

2.3.2.4.

Providing their Academic Adviser with their transcript
of records, certificate of grades, and other documents
relevant to the academic advising process, whenever
necessary.

2.3.2.5.

Knowing the important dates in the College calendar and
complying with relevant deadlines such as but not limited
to the filing of letter of intent to graduate and Career and
Placement Office-related activities.

2.3.2.6.

Showing up on time during grade consultation schedule
to verify the bases of one’s final grade. Failure to do so
indicates agreement with the final grade given by the
professor.

2.3.2.7.

Obtaining their copy of this Student Handbook and abiding
by the policies and procedures stated herein.

2.3.2.8.

Securing all necessary clearance prior to encoding (of
grades) for the following term.

2.3.2.9.

Being aware of the enrollment schedules and abiding by
them accordingly.

2.3.2.10. Settling on time their accounts with the Cashier at the
Finance Department.
2.3.2.11. Keeping informed of College announcements and changes
in procedures and processes.
2.3.2.12. Securing information and/or assistance from other offices
or departments in the College, using available facilities
and student services.
Student transferees are responsible for:
a. Submitting to the Registrar’s Office all supporting documents for
courses applied for credit.
Students who are shifting majors are responsible for:
a.
b.

Knowing and abiding by shifting policies and procedures.
Providing their Academic Adviser with relevant information
required in evaluating their academic records.

2.3.2.13. Actively participate in assessing the performance of their
teachers/facilitators/thesis advisers, and administrative
service-providers (e.g., canteen, security, engineering, and
maintenance) by objectively answering the assessment
forms administered by the Center for Learning and
Performance Assessment (CLPA), thus maintaining the
high quality of education in the College. Towards the end
of their last term, students are also enjoined to respond
honestly to the Student Satisfaction Survey (SSS) and
the exit interview to be conducted by the Deans. The
results of this survey will be used to improve the campus
experience of incoming students and, ultimately, the
school curriculum.
2.3.3. Compliance with Benilde Policies and Philippine Laws
By admission to or attendance at Benilde, a student accepts the
responsibility to know the contents of this Student Handbook and to
comply with the provisions stated herein. Benilde students shall, at
all times, abide by the laws of the land, and adhere to the norms and
regulations prescribed by the College.
Ignorance of these provisions does not excuse students from
compliance and from being subject to the sanctions stipulated herein.
2.3.4. Completion of All Curricular Requirements
Benilde advocates a well-rounded education. In line with this, students

41

must fulfill all academic requirements and complete all institutional/
School programs. These requirements consist of but are not limited to
Initial Interviews, Practicum Preparation Seminar Workshop (Career
and Placement Office), Exit Interviews (Benilde Well-being Center),
Recollections and Retreats (Center for Lasallian Ministry), Community
Service Program (Center for Social Action), and National Service
Training Program (Academic Extension Program-NSTP Area)—all
requisites for graduation. Related provisions are detailed in Section
6.1, Section 9.4.1, Section 9.6.1, Section 9.11.1.1, Section 9.18.1.1.1,
and Section 9.18.3.
2.3.5. Every member of the Benildean community is compelled to conduct
oneself in a manner that respects the rights and freedom of others.
Students are, as such, expected to accord due respect for persons,
property, policies, practices, and authority. They shall, at all times, fulfill the
following expectations:
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2.3.5.1.

Respect people without prejudice against their sex, creed,
race, status, political affiliation, disability, age, and other
attributes.

2.3.5.2.

Respect Catholic religious practices observed in the
College. Students must pause during the Angelus, and
show reverence for class prayers and liturgical and paraliturgical activities (See Section 7.6.1.27).

2.3.5.3.

Participate actively in the learning process within and
beyond the classroom. Students are expected to conform
to agreed-upon classroom policies, and comply with
the rules and regulations set by other offices within the
College.

2.3.5.4.

Observe honesty in the conduct of academic work,
dealings with other members of the community, and
proper utilization of College property and funds. Students
are expected to turn over to the Office of Student Behavior
(OSB) all lost objects that they may find (See Appendix
N).

2.3.5.5.

Comply with instructions received from, but not limited
to, teachers, counselors, student advisers, coaches/
trainers, discipline officers, security personnel, and all
other administrators imbued with authority, all having the
best interest of the students in mind.

2.3.5.6.

Secure all means of identification and proof of enrollment,
including the student’s Identification Card (ID), Official
Receipt (OR), Enrollment Assessment Form (EAF), Course
Approval Form (CAF), flowcharts, course cards, clearance,
and other pertinent documents. For security reasons,
enrolled students must present their validated Benilde
student ID when entering the campus (See Appendix
B).

2.3.5.7.

Recognize the sensibilities of others by dressing in
accordance with the Campus Dress Code and adhering
to conventions of good grooming. Students are expected
to be in modest and decent attire, presenting oneself
in a manner appropriate to a formal academic learning
environment (See Appendix M). Students are required

to adhere to the prescribed dress code for their particular
discipline, or for specific academic functions such as thesis
defense, class presentations, reports, and other activities.
Students’ guests are likewise covered by the College’s dress
code policy.
2.3.5.8.

Recognize the hazards of smoking to people’s health. As
such, smoking is prohibited in all Benilde campus premises,
off-campus activities, and all other College-owned or leased
properties, including vehicles.

2.3.5.9.

Handle campus facilities/equipment with reasonable care,
using these only for the intended purpose. Students are
allowed to use the College’s facilities and equipment for
business meetings, and social, cultural, and recreational
activities subject to regulations governing usage.

2.3.5.9.1. Charging of mobile phones
communications devices are
designated areas.

and other electronic
prohibited except in

2.3.5.9.2. Mobile phones and other electronic communications
devices must be kept in silent mode inside classrooms,
learning resource centers, and chapels. These must be
all placed on silent mode during official school functions.
2.3.5.9.3. For the safety and security of all concerned, co- and
extracurricular activities on campus must end at 10:00
p.m., beyond which, prior approval of either the School
Dean or the Student Life Dean is required. The presence
of faculty and/or an administrator organizer is required
for the entire duration of any activity extending beyond
the 10:00 p.m. cut-off.
2.3.5.10. Treat all visitors with utmost courtesy. When inviting guests
for course-related or extracurricular activities, students
should consult their academic chairpersons and/or School
Dean, or Department of Student Life office heads and/or
Dean, respectively.
2.3.5.10.1. Students are expected to coordinate with pertinent
offices regarding entry permits, parking arrangements,
and related logistics.
2.3.5.10.2. Students have the obligation to brief their visitors on
campus decorum.
2.3.5.11. Inform and obtain from pertinent College authorities
endorsement for off-campus invitational activities. Students
may participate as official representatives or delegates of
the College only upon approval of the School Dean or the
Dean of Student Life.
Inform and obtain from pertinent College authorities
endorsement for off-campus invitational activities. Students
may participate as official representatives or delegates of the
College only upon approval of the School Dean or the Student
Life Dean
Conduct that is contrary to the aforementioned norms is detailed
in Section 7.6.1 and Section 7.6.2.
Acts of misconduct shall be dealt with accordingly as stipulated
in Section 2.2.6 and Section 7.7
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SECTION 3
Admission and Enrollment
3.1.

Admission Process and Requirements
Admission of students into Benilde is subject to the admissions policies
and requirements of the College. These requirements and procedures
are stipulated in the Benilde Book, which can be obtained from the
Admissions Center and the Benilde website.

3.1.1. Students admitted to the College are classified by year level:
1–
2–
3–
4–

Frosh
Sophomore
Junior
Senior/Graduating

3.1.2. Students are classified by their respective degree programs as follows:
School of Deaf Education and Applied Studies (SDEAS)
1.

Bachelor in Applied Deaf Studies

School of Design and Arts (SDA)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor
Bachelor

School of
(SHRIM)
1.
2.

of
of
of
of
of
of
of
of
of
of
of
of
of

Arts in Animation
Arts in Arts Management
Arts major in Fashion Design and Merchandising
Arts in Filmmaking
Arts in Multimedia Arts
Arts in Music Production
Arts in Photography
Arts in Production Design
Performing Arts in Dance
Arts in Theater Arts
Science in Architecture
Science in Industrial Design
Science in Interior Design

Hotel,

Restaurant

and

Institution

Management

Bachelor of Science in Hotel, Restaurant and Institution Management
Bachelor of Science in International Hospitality Management

*The BS-HRIM degree program is open to incoming first year college
students, transferees, and beneficiaries of the Commission on Higher
Education’s (CHED) Expanded Tertiary Education, Equivalency, and
Accreditation Program (ETEEAP). ETEEAP is a comprehensive educational
assessment program that recognizes, accredits, and gives equivalencies
to knowledge, skills, attitudes, and values gained by individuals from
relevant work. It is implemented through deputized higher education
institutions that award the appropriate college degrees. Benilde is a
CHED-deputized higher education institution authorized to offer the BSHRIM degree program through ETEEAP.
ETEEAP beneficiaries must be Filipinos who are at least high school
graduates. They must have worked for at least five (5) years in the
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field/industry related to the academic program they are obtaining an
equivalency for. They must also be able to show proof of proficiency,
capability, and thorough knowledge in the field/industry they are
applying equivalency for.
**The BS-IHM degree program is the first international double-degree
program in the Philippines under the new transnational guidelines of
CHED. The program is made possible through Benilde’s partnership with
Vatel International Business School, a recognized and highly reputable
hotel-school in France.
School of Management and Information Technology (SMIT)
1.

2.
3.
4.

Bachelor of Science in Business Administration with majors in:
•
Business Intelligence and Analytics
•
Business Management
•
Computer Applications
•
Export Management
•
Human Resource Management
•
Marketing Management
Bachelor of Science in Information Systems
Bachelor of Science in Interactive Entertainment and Multimedia
Computing
Bachelor of Science in Real Estate Management

School of Diplomacy and Governance (SDG)
1.
2.
3.2.

Bachelor of Arts major in Consular and Diplomatic Affairs
Bachelor of Arts in Diplomacy and International Affairs

Bona fide Benilde Student
A bona fide student of Benilde is someone who has received an
acceptance offer from Benilde, submitted all necessary documents
required by the Admissions Center, qualified for enrollment based on
the prevailing admissions policy, has made an initial or full payment of
the term’s tuition and fees, and is allowed to attend classes. Submitted
application-related documents found to be spurious shall be grounds for
nullification of the student’s admission to the College.

3.3.

Identification Cards (IDs)

3.3.1. Issuance of ID
The Registrar’s Office (RO) issues students’ Identification Card (ID)
upon enrollment to the College. The ID is validated on a per-term basis
upon confirmation of enrollment for the term.
3.3.2. ID Validation
The Finance Department validates the ID upon payment of enrollment
fees for the term. A valid ID entitles the bearer access to the campuses,
and the rights and privileges of a bona fide student. Non-payment of
enrollment fees renders the ID invalid (See Appendix B).
3.3.3. Surrender of ID
Students must surrender their ID cards to the RO for any of the following
reasons:
3.3.3.1.
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Application for new ID in case of damage or defacement
of the previous ID.

3.3.3.2.

Separation from the College in the case of suspension
exclusion, expulsion or graduation.

3.3.4. No ID, No Entry Policy
Students must swipe their ID when entering the campus. Students
entering the campus without an ID will incur a negative record (See
Section 7.6.2.15.3).
In cases where a student’s ID is damaged or defaced, deemed invalid,
or lost, the following procedures shall apply:

3.4.

3.3.4.1.

Students with a damaged or defaced ID shall be referred
to the Registrar’s Office for ID replacement by the Center
for Emergency, Safety, and Security (CEMSS).

3.3.4.2.

Students with an ID deemed invalid because of unsettled
accounts shall be referred to the Finance Department for
accounts updating by the Center for Emergency, Safety,
and Security (CEMSS).

3.3.4.3.

Students with a lost ID shall be referred to the Office of
Student Behavior (OSB) by the Center for Emergency,
Safety, and Security (CEMSS).

Enrollment

3.4.1. Trimestral enrollment of students to Benilde is subject to the policies
and requirements of the College. Enrollment is conducted online for
all students with valid Infonet accounts. Students with invalid Infonet
accounts, such as those on leave of absence (LOA) or absence without
leave (AWOL) status, will need to enroll on campus at the Registrar’s
Office. Online enlistment for the succeeding term is generally scheduled
on the eighth week of the current term.
3.4.2. Enrollment during the Bridging Term is likewise subject to the policies
and requirements of the College. (See Appendix C).
3.5.

Enrollment Procedures

3.5.1. Online Enrollment
Details of online enrollment procedures and schedules are posted on the
bulletin boards of the Registrar’s Office (RO) and the College’s Student
Information System (http://www.benilde.edu.ph/sis). The online
enrollment procedure may be revised, subject to development and
improvement of the enrollment system. The current online enrollment
system includes the following steps:
Activation of the Benilde Infonet account. Infonet accounts of students
whose tuition and other fees are paid on schedule are automatically
activated. Late payees will need to activate their accounts at the Digital
Technology Office (DTO);
3.5.1.1.

Enlistment of courses the students intend to take in the
succeeding term. Enlisted courses are subject to the
approval of the student’s Academic Adviser. The list of
enlisted subjects and all official communication will be
sent only to the Benilde account of the students;

3.5.1.2.

Academic advising and approval of the enlisted courses by
the Academic Adviser;
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3.5.1.3.

Online pre-enrollment. Students select their preferred
schedules for their approved enlisted courses and
thereafter print their own Enrollment Assessment Form
(EAF). To confirm their enrollment, they must present
their EAF and pay their tuition and fees to the Finance
Department or any authorized collecting bank.
IMPORTANT REMINDER: Accomplishment of the online
faculty evaluation (STAR) for all teachers is required prior to
online pre-enrollment and printing of EAFs.

3.5.2. Late Enrollment
Late enrollment is scheduled to accommodate those who missed the
online enrollment, including returnees. Late enrollment is open up to the
second week of classes only. No enrollment is allowed beyond the
second week of classes. Students qualified for late enrollment must
follow these procedures:
3.5.2.1.

Pay the deterrent fee to the Finance Department. For
returning students on AWOL status, pay the returnee and
reactivation fees to proceed with enrollment.

3.5.2.2.

Consult Academic Adviser for advising and approval of
Late Enrollment Form (LEF).

3.5.2.3.

Proceed to Records-in-Charge at the RO for verification,
encoding of duly approved subjects and releasr of EAF.

3.5.2.4.

Pay tuition and other fees at the Finance Department for
any authorized collecting bank to confirm enrollment.
Enrollment must be confirmed no later than the second
week of classes.

3.5.3. All students who pre-enrolled shall be included in the tentative class list.
However, only students who paid for their enrollment shall appear on
the final class list and shall be considered officially enrolled. Absence
due to late enrollment is not excused.
3.5.4. Students who have not confirmed enrollment by the last day of payment
are advised not to attend classes because their attendance and class
participation cannot be made of record. Students who are officially
enrolled for the term, but whose names are not on the official class list,
must secure a clearance from the Registrar’s Office, and present this to
the faculty members concerned. Otherwise, their attendance and class
participation will not be made of record.
3.5.5. Students who are not officially enrolled but continue to attend classes
and/or submit course requirements do not earn credits for their efforts
and shall not earn credits in the course they are not officially enrolled in.
3.5.6. Internal arrangements between teachers and students with regard to
changes in sections/schedules are not allowed. Any change in section/
schedule must be processed and approved by the RO.
3.6.

Course Load
The students are encouraged to strictly to follow the flowchart course
sequence any deviation, such as underload, dropping/withdrawal of
course, or taking a leave of absence/AWOL will disrupt the student’s
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residency. Consequently, student may not earn his/her degree within
the allowed MRP.
3.6.1. Regular Course Load
The regular course load of students is stated in their flowcharts. Students
are required to maintain the course load prescribed in their flowcharts
so they can complete their degree within the prescribed period.
3.6.2. Overload
Students who maintain excellent academic performance or are expecting
to graduate at the end of the term, may be allowed a three-unit overload.
Enrollment in overload units is done during the adjustment period only.
3.6.3. Underload
Students enrolled in units below their regular load, as stipulated in their
flowcharts, are considered underloaded. Students enrolling online who
find themselves underloaded because of the lack of course offerings
must consult with their Academic Advisers and, if possible, enroll in
additional units during the adjustment period.
Transferees and shiftees who completed their general education subjects
may likewise be underloaded.
3.7.

Dissolved Sections
Sections whose total number of enrollees falls below the minimum
requirement shall be dissolved. The Registrar’s Office (RO) shall make
the necessary announcements prior to and after the adjustment period,
allowing students to drop the dissolved section and add/transfer to
another course/section. The list of dissolved sections is posted on the
bulletin board of the RO. Announcements are likewise posted on the
classrooms of dissolved sections. Students enrolled in dissolved sections
must report to their respective Records- in-Charge immediately.

3.8.

Adjustment

3.8.1. The approved course load, which is recorded online (for online enrollees)
or stated on the Late Enrollment Form (for manual enrollees) during
the pre-enrollment period, is deemed final. A corresponding adjustment
fee applies. However, students must make the necessary adjustments
by adding and/or dropping courses or sections during the adjustment
period, which may be scheduled shortly after any of the following
reasons:
3.8.1.1.

Failing grade in a prerequisite course. Students who
must retake a prerequisite course will have to make the
necessary adjustments in courses in which they preenrolled. Failure to do so during the Adjustment Period
means students must drop the courses for which they
failed the pre-requisite (See Section 3.10).

3.8.1.2.

Dissolution of a section where the students were enrolled.

3.8.1.3.

Approved request for overload and special class. Students
should have no pending clearance from any office at the
time of issuance of adjustment forms.

3.8.1.4.

Underload
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3.8.2. Students who need to add/drop courses should proceed to the Registrar’s
Office. Subject to the preceding provisions, they will be issued an
Adjustment Form.
3.9.

Special Classes

3.9.1. A special class may be requested only by students expecting to graduate
at the end of the term, and only for the following reasons:
3.9.1.1.

The course requirement necessary for graduation at the
end of the term is not offered.

3.9.1.2.

The course is a requirement in the old curriculum, but is no
longer offered by their respective program/s departments
and no course is being offered as a substitute.

3.9.1.3.

Other meritorious cases as determined by the Registrar.

3.9.2. Students requesting for special classes should file their application at the
Registrar’s Office, no later than the first week of the term.
3.10.

Dropping of Courses
Dropping of courses is discouraged to help ensure that students earn their
degrees on schedule and closely follow their degree program curricula.
Only students with meritorious reasons for dropping, as indicated in the
Request for Course Dropping Form, will be allowed to do so.

3.10.1. Courses dropped anytime during the first two weeks of classes will not
appear on the students’ Transcript of Records (TOR). Dropping fees
apply to all enlisted or enrolled courses.
3.10.2. Students qualified to drop a course within the first two weeks of classes
should accomplish and submit the Request for Course Dropping Form
and Application for Refund/Credit Memo Form (if applicable) to the
Registrar’s Office for evaluation and approval. The following dropping
fees shall apply:
3.10.2.1. 25% of the course’s assessment if the course/s is/are
dropped during the first week of class
3.10.2.2. 50% of the course’s assessment if the course/s is/are
dropped during the second week of class
3.10.2.3. No refund beyond the second week of classes
3.11.

Course Withdrawal

3.11.1. Partial Course Withdrawal
3.11.1.1. Course withdrawn within the third to fourth week of
classes are subject to 100% retention of tuition. No refund
shall be given for courses withdrawn from the third to fifth
week of classes. Withdrawn courses shall appear on the
student’s Transcript of Records (TOR) as “W.”
3.11.1.2. Excessive absence is not a valid reason for withdrawal.
Students with excessive absences will get a grade of “R”
and shall be required to re-enroll in the course.
3.11.1.3. Student grantees who withdraw during the aforementioned
period may be required to pay the tuition and fees for
withdrawn courses by the Student Grants Office.
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3.11.2. Total Course Withdrawal
Students may opt to withdraw from all courses they have enlisted or
enrolled in. Total course withdrawal is allowed from the third to fourth
week of classes but with no refund.
3.12.

Leave of Absence
Students who will not enroll in the succeeding term must apply for a
Leave of Absence (LOA) at the Registrar’s Office no later than the second
week of classes. Students with pre-enrolled subjects must file a request
for LOA before the start of classes to avoid 25% or 50% dropping fee
during the first and second week of classes, respectively (See Section
3.10.2). LOA and AWOL are counted towards student’s MRP.

3.12.1. Students who do not file for LOA or total dropping of courses by the
first two weeks of classes are considered on Absence Without Leave
(AWOL) status. Returning AWOL students are charged with a returnee
fee and a reactivation fee. The College reserves the right to disapprove
readmission of students who have gone AWOL.
3.12.2. International students intending to go on LOA must seek approval. Once
approved, they must apply for downgrading of their student visa, which
will be processed by the Liaison Office (LO) at the Registrar’s Office.
International students who go on AWOL will no longer be readmitted to
the College.
3.12.3. For health and safety reasons, pregnant students are required to file for
LOA in the term/s that they are expected to give birth, and undertake
the recovery period they require.
3.12.4. Re-enrollment of students who discontinued their studies in the College
because of LOA, AWOL, or forced leave is subject to the review of and
approval by the Registrar, as stipulated in the provision on returning
students.
3.12.5. New incoming students or transferees who have paid their fees but
decided to withdraw from the College are not allowed to file for LOA.
They must withdraw their enrollment.
3.13.

Returning Students
Re-enrollment as a returning student is dependent on one’s academic
performance, record of conduct, and clearance from financial obligations
from the College in the previous term. Applications for returnee status
are subject to the approval of the Registrar.
Students who have left Benilde for three or more years and re-apply
as returnees must abide by the current degree program flowchart.
Returning students with 18 or less academic and non-academic units
remaining will abide by the old flowchart, provided their program
still exists. Returning students with more than 18 academic and nonacademic units remaining will follow the new flowchart.

3.13.1. Approved Returnees
3.13.1.1. Students with approved LOA must accomplish an
Application Form for Returnee (AFR) before they can
enroll. Deadline for submission of approved Returnee
Form is on the last day of online pre-enrollment.
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3.13.1.2. Late enrollment schedules and procedures apply to
approved returning students.
3.13.2. AWOL Students
3.13.2.1. Students with an AWOL status may apply for re-enrollment
only in writing. Letters should be addressed to the
Registrar. Approval of the application for re-enrollment is
subject to the conditions of the College, which reserves
the right to disapprove of the same. LOA and AWOL are
counted towards student’s MRP.
3.13.2.2. Upon approval of returnee status, students will be allowed
to re-enroll upon payment of:
3.13.2.2.1. Reactivation fee for students on LOA status
3.13.2.2.2. Reactivation fee and returnee fee for students on
AWOL status

3.14.

3.13.2.2.3. The enrollment procedure/schedule for LOA returnees
also apply to returning AWOL students.
Shifting

3.14.1. Students may be allowed to shift to any program if:
3.14.1.1. They have earned a residency of at least two (2) terms in
their current degree program; and
3.14.1.2. They qualify for shifting, having passed the criteria set by
the receiving school.
3.14.1.3. Student must be aware of the effect of shifting on his/
her MRP.
3.14.2. Application for shifting starts on:
3.14.2.1. The third week of the third trimester in the current degree
program for frosh; and
3.14.2.2. The third week of the term for upper class students.
3.14.3. Career Development Program (CDP) students shifting to a non-CDP
degree program should have earned a Cumulative Grade Point Average
(CGPA) of at least 2.0000.
3.14.4. International students are not eligible to shift to the Career Development
Program (CDP).
3.14.5. Students may shift only once.
3.14.6. Students intending to shift may refer to the Shifting Form for the
complete policies and procedures.
3.15.

Cross-Enrollment
Cross-enrollment from Benilde to other undergraduate colleges and
universities under De La Salle Philippines or other institutions is allowed,
provided the course is not regularly offered by the College or there is no
special class available.
Students who need to cross-enroll should secure a Cross-Enrollment
Permit from the Registrar at least one week before pre-enrollment.
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Cross-enrollment to Benilde from other institutions of higher learning is
subject to the rules on cross-enrollment of both the home and receiving
institutions. Cross-enrollees are expected to abide by the rules and
regulations of both institutions.

3.16.

Separation from the College
Students’ separation from the College may be decided by the students,
their parents/legal guardian, or the College.

3.16.1. Students who decide to separate from Benilde and continue their studies
in other schools may file a request for a Certificate of Transfer Credential
(CTC). They surrender their ID cards upon application for CTC.
3.16.1.1. Students may request the certificate from the College if
they are of legal age or by their parents/legal guardian if
they are minors. The Registrar may issue the certificate for
reasonable cause, provided all requirements are fulfilled.
3.16.1.2. Records requested for transfer purposes will be released
provided the students have no outstanding obligations to
the College.
3.16.1.3. Enrolled students who later decide to transfer to another
school, are subject to pay a 25% retention fee during the
first week of class, and 50% during the second week.
3.16.1.4. Students who have transferred out, then decide to return,
may re-apply for re-admission subject to the remaining
terms in their original maximum residency period. If
the remaining units towards the degree can be earned
within the remaining number of terms in their residency,
then they shall be eligible for re-admission. The number
of terms away from Benilde shall be counted towards
residency, inasmuch as LOAs and AWOLs are treated
similarly for students in residence.
3.16.2. Students shall be separated from the College or any of the following
reasons they shall subsequently surrender their ID cards:
3.16.2.1. They have reached the end of their maximum residency
period (MRP) (See Section 5.4.12.1).
3.16.2.2. They are dismissed or expelled from the College or
deemed ineligible for enrollment. Expulsion comes with
a warning that other educational institutions may not
accept students forcibly separated from the College.
3.16.2.3. They have been disqualified by virtue of the Disciplinary
and Scholarship/Grants Retention Policy (Section
5.4.12.2).
3.17.

Transferees
Units earned from the student’s preceding school prior to transfer
to DLS-CSB may be applied for equivalency credits. Students who
apply for, and are eligible, to transfer to Benilde shall abide by the
College’s policies and regulations on the admission of transfer students.
Transferees may apply for equivalency credits for General Education
and Core courses, up to a maximum of 20% of the total units towards
the degree (excluding institutional requirements).

3.17.1. Transferees from non-De La Salle Philippines (DLSP) schools who have
a Cumulative Grade Point Average (CGPA) of 1.5000 or higher may
request for equivalency credits. For transferees from DLSP schools,
there is no CGPA requirement.
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3.17.2. Request for additional course credit may only be filed until the second
term of residency, provided the requested credits is within the maximum
of 20%.
3.17.3. Courses for credit should meet the grade requirements as follows:
3.17.3.1. For the Bachelor of Science in Business Administration
major in Business Management or Marketing Management
degree programs: 85% or 2.500
3.17.3.2. For other degree programs: 80% or 2.000
3.17.4. There is no credit equivalency for major courses and institutional
requirements.
3.17.5. Student must earn at least 80% of the total required academic units at
Benilde to qualify for honors.
3.17.6. No credit shall be given for units earned in non-degree/vocational
courses, except PE and NSTP. There is no grade requirement for NSTP
and PE courses for credit purposes.
3.17.7. Request for additional course credit may only be filed until the second
term of residency.
3.18.

Schedule of Fees and Manner of Payment
All financial business should be transacted through the Finance
Department at the Students Accounts and Cashier windows or through
any authorized collecting bank. Enrollment is not official unless payment
is acknowledged by the Finance Department through the issuance of an
Official Receipt (OR).
Payment confirms enrollment. Students with outstanding accounts will
not be allowed to enroll for the succeeding term, and their transcript
of records and other certifications will be withheld until the balance is
settled. Information regarding tuition and other fees is posted on the
bulletin boards of the Finance Department.
A breakdown of the tuition and other fees may be requested from
the Registrar’s Office. For a description of tuition and other fees, see
Appendix D of this Student Handbook.
The following are general provisions on the schedule of fees and on
manner of payment:

3.18.1. Students may opt to pay using cash, check, or credit cards at the
Finance Department. They may also pay using the various online and
over- the-counter payment facilities of any of the accredited banks, if
applicable.
3.18.1.1. Payment using check is encouraged for security reasons.
Postdated checks shall not be accepted. Checks shall be
currently dated and not stale, meaning they are dated at
least six (6) months prior to the actual date of payment.
3.18.1.2. Checks payments must be on the new design format,
free from any erasures or alteration. Mutilated, folded,
crumpled, stapled checks are not acceptable.
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3.18.1.3. The following correct information (student’s full name, ID

number, degree program, and contact number/s) should
be written on the back of the check.
3.18.1.4. Payment through credit card requires the presentation
of the credit card holder’s valid ID. Authorization is not
allowed. The credit card holder must transact the payment
in person.
3.18.1.5. Payment through an accredited bank requires the
submission of the copy of the student’s Enrollment
Assessment Form (EAF) to the bank. After coursing the
payment through the bank, students must submit a
validated deposit slip and a copy of the EAF to the Finance
Department immediately for the issuance of the OR;
otherwise, they will not be considered enrolled.
3.18.2. All students must comply with the following guidelines for the payment
of tuition and other fees:
3.18.2.1. Full Payment
Full payment may be made up to the second week of classes.
Frosh and transferees shall pay their tuition and other fees
in full every term for one (1) academic year. International
students pay in full every term. CDP students are exempt
from paying in full.
3.18.2.2. Installment Payment
Upperclass students may pay in installment with the following
options:
3.18.2.2.1. Option A: Payment in Two Installments
•

50% of the tuition and 100% of all other fees, plus an
installment fee of PhP 500, are due before the start
of classes

•

50% of the remaining balance is due before the
midterm examination period

3.18.2.2.2. Option B: Payment in Three Installments
•

25% of the tuition and 100% of all other fees, plus an
installment fee of PhP 500, are due before the start
of classes

•

50% of the tuition is due before the midterm exam
period

•

25% of the tuition is due before finals exam period.

3.18.2.3. Surcharge and Fines
Students who fail to pay the balance on the due date will be
allowed to complete the remainder of the term. However, such
students will not be allowed to enlist for the next trimester.
In addition, a surcharge will be imposed upon payment of the
balance as follows:
3.18.2.3.1. For payments in two installments, the surcharges will
be:
•

PhP 250 during midterm exams but before finals

•

PhP 500 during final exams onwards
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3.18.2.3.2. For payments in three installments, the surcharges
will be:
For second payment due:
•

PhP 250 during midterm exams

•

PhP 500 after midterm exams onwards
For third payment due:

•

PhP 250 during final exams period

•

PhP 500 after final exams period

3.18.2.4. Late Registration Fees
Tuition and fees must be paid before the start of classes;
otherwise, late registration fees will be charged as follows:
•

PhP 500 - Payment made within the first week of classes

•

PhP 1,000 - Payment made within the second week of
classes.

No initial payment shall be accepted beyond the second
week of classes. Consequently, the Registrar’s Office will not
process enrollment beyond the second week of classes.
Moreso, students with grants or scholarship must submit to
the Finance Department their EAF with the Student Grants
Office stamp together with their payment, if applicable, within
the second week of classes; otherwise, late registration fees
will be charged.
3.18.2.5. Graduating Students
Only graduating students without outstanding accounts
will be given clearance to graduate. No credentials will be
released to those with outstanding accounts.
3.18.3. Deterrent Fees
Deterrent fees are imposed to stress the importance of abiding by
the enrollment procedures, due dates, and policies on safeguarding
documents related to admissions and enrollment. Collected fees are
pooled to the Lasallian Scholarship Fund.
Students who are issued official forms, documents, and other records by
the College, such as flowcharts and Enrollment Assessment Forms (EAF),
under normal or usual procedures and subsequently seeks replacement
for such forms, documents or records shall be charged deterrent fees.
3.19.

Returned Checks
Students have the sole responsibility of ensuring the validity of
the check/s they issue to Benilde. They should make sure that the
bank honors their check; otherwise, they should settle their account
immediately by paying in cash, through Manager’s Check (MC) or by
credit cards. Failure to do so will automatically result in the deletion of
the student’s name from the official enrollment list.
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Upon receipt of the returned check from the bank, the Finance
Department will notify immediately the issuer of the check through the

contact number provided at the back of the check. The student’s ID will
be invalidated and he/she will be put on hold in the Student Information
System clearance until settlement of the account.
A penalty of PhP 500 will be charged for every returned check, and the
student will be barred from paying personal checks for a period of one
(1) year from the day the check returned.
3.20.

Refunds
Refunds/credit memo because of students’ overpayment, total
withdrawal, separation from the College or from their decision to
discontinue schooling after having paid the tuition are made according to
the following memorandum from the Commission on Higher Education:
“Tuition charges: 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 charged twenty five percent
(25%) of the total amount due for the term if s/he withdraws within the
first week of classes, or fifty percent (50%) if within the second week of
classes, regardless of whether or not s/he has actually attended classes.
The student may be charged all the school fees in full if s/he withdraws
anytime after the second week of classes.
However, if the transfer or withdrawal is because of a justifiable reason
the student shall be charged the pertinent fees only up to or including
the last month of attendance.” [Sarmiento, Education Law and the
Private Schools, Section 100, p. 446 (2009).]

3.20.1. In cases of total dropping/cancellation of enrollment for the term,
students shall secure and submit an Application for Refund/Credit Memo
Form to the Registrar’s Office within the first two weeks of classes. The
Registrar shall verify the validity of the reason for refund.
3.20.1.1. For grantees receiving partial subsidy, the Student Grants
Office (SGO) shall compute the pertinent fund.
3.20.1.2. For grantees receiving 100% subsidy on tuition and other
fees, no refund/credit memo will be made
3.20.1.3. Students who file for an LOA will receive full or partial
refund/ credit if they submit their LOA form within the
following dates:
3.20.1.3.1. Before the start of class: 100% of total assessment
3.20.1.3.2. First week of class: 75% of total assessment
3.20.1.3.3. Second week of class: 50% of total assessment
3.20.1.4. Students should file for refund/credit memo within the
first week of classes.
3.20.1.5. Tuition and other fees refund are not applicable during the
bridging term. That is, no refunds are meted for bridging
term class payments.
3.20.1.6. Checks for approved claims may be collected from the
Finance Department at the beginning of the eighth week of
classes. Refunds shall be paid through checks and will be
addressed to the parents or guardians of students, except
for CDP students who are of legal age, and International
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Students
3.20.1.7. Students may opt to credit excess payment or refunds to
the next term’s tuition and fees instead of collecting them
through checks.
3.20.2. Insurance Claims
Students or their parents are entitled to reimburse expenses covered by
the insurance policy. The procedure for claiming of student insurance is
as follows:
Submit to the Finance Department, within one year from the date of the
incident, the following documents:
3.20.2.1. In case of injury, students or their relatives must submit
the following requirements: original/certified true copy of
the medical certificate, accident/police report, and official
receipt of medical expenses.
3.20.2.2. In case of accidental death or murder, the student’s
relatives must submit the following: original/certified true
copy of the death certificate, accident/police report, and
official receipt of burial expenses.
3.20.3. International Students Bond
In compliance with the Joint Memorandum Order (JMO), no. 1, series of
2017, a bond is collected from international students as proof of financial
capability and as a security deposit in case of default in payment of fees.
If unused, then the total amount will be returned to the student upon
separation from the college.
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Section 4
Scholarships and Grants
De La Salle-College of Saint Benilde believes in providing quality Christian
education to the young, taking as priority the poor and marginalized, as recipients
of scholarships/grants.
4.1.

Student Grants Office
The Student Grants Office (SGO) ensures the College’s commitment
to its mission of making innovative Benildean-Lasallian education
accessible to the poor and diversely-gifted learners.
Toward this end, the SGO processes, evaluates, approves, and awards
scholarships and grants to deserving students of Benilde and/or qualified
incoming frosh. It also monitors and provides development programs to
scholars and grantees to help ensure their personal growth as well as
academic success.
4.1.1. The SGO executes decisions made by the Scholarship and Grants
Committee, the overseeing body that sets the direction for the
College’s scholarships and grants. The committee is composed of
the Chancellor, Vice-President for Academics, Vice-President for
Lasallian Mission and Student Life, Dean of the Department of
Student Life, College Comptroller, Registrar, and Director of the
Admissions Center.

4.2.

Awarding of Scholarships and Grants
Scholarships and grants are awarded to students subject to the
scholarship policies, criteria and requirements of the College. These
criteria are stipulated in the Benilde website. For incoming frosh,
the list of requirements for scholarship application are released
upon their attainment of the required score in the Benildean
Entrance Examination (BEE) for their preferred degree program. The
requirements for each scholarship or grant type varies. Scholarships
and grants are awarded to Philippine-born citizens only.

4.3.

Types of Scholarships and Grants
The scholarships and grants of the College are divided into the following
categories:

4.3.1. ACADEMIC SCHOLARSHIPS
4.3.1.1.

Benildean Excellence
Scholarship (BEST)

in

Scholastic

and

Talent

*by invitation from DLS-CSB
The BEST scholarship offers a substantial benefit package
for qualified candidates. It is awarded to incoming frosh who
performed excellently in the Benildean Entrance Examination
(BEE), have an outstanding academic record, and have
consistent substantive achievement in curricular, co- and
extracurricular activities.
Qualifications:
•

60

Incoming frosh applying to any degree program except
Bachelor of Science in Business Administration (BSBA)
major in Business Management (BM) or Marketing
Management (MM)

4.3.1.2.

•

Within the top 100 scorers in the BEE Batch 1

•

Attainment of the required score to qualify for the
scholarship in the BEE for the preferred degree program

•

Cumulative Grade Point Average (CGPA) of 90% from
Grades 7 to 11 with no grade-level Grade Point Average
(GPA) of less than 90% and no subject-level GPA of less
than 90% for major subjects

•

Active involvement in co- and extracurricular activities
as evidenced by certifications obtained from Grade 7 to
11

•

Deportment grade of at least A- or 90% or its equivalent

Honors Scholarship (HS)
The HS scholarship is awarded to incoming frosh from public
or parochial high schools who graduated in the top three of
their senior high school (SHS) batch and in the top 10 of their
junior high school (JHS) batch.
Qualifications:
•

Incoming frosh applying to any degree program except
BSBA-BM or BSBA-MM

•

Graduated SHS and JHS from a public or parochial high
school

•

Part of the top three honor roll in SHS

•

Part of the top 10 honor roll in JHS

•

Attainment of the required score to qualify for the
scholarship in the BEE for the preferred degree program

•

GPA of at least 90% from Grades 7 to 11

Note: The applicant needs to actually graduate with honors,
otherwise, he/she will be disqualified from the scholarship.
The records for Grades 7 to 11 only serve as indicators of the
student’s potential to graduate with honors.
4.3.2. FINANCIAL ASSISTANCE GRANTS
4.3.2.1.

Benildean Hope Grant (BHG)
The BHG grant is offered to incoming frosh who belong to
special populations (i.e. children of military personnel,
indigenous peoples, marginalized youth, etc.) who are under
the care of Benilde partner non-government organizations
(NGO), people’s organizations (PO), or government
organizations (GO).
Qualifications:
•
•
•
•
•

Incoming frosh applying to any degree program except
BSBA-BM or BSBA-MM
Proper endorsement by the partner NGO/PO/GO
Attainment of the required score to qualify for the
scholarship in the BEE for the preferred degree program
GPA of at least 80% from Grades 7 to 11
Has no immediate family member who has availed of any
of Benilde’s financial assistance grants

61

4.3.2.2.

Kabitbahay Grant (KBG)
The KBG grant is given to academically deserving but
financially-challenged high school graduates residing in a
partner barangay in the vicinity of Benilde.
Qualifications:
•
•
•
•
•
•

4.3.2.3.

Incoming frosh applying to any degree program except
BSBA-BM and BSBA-MM
Residency of at least five (5) years in the partner
neighborhood barangay
Proper endorsement by the College’s Center for Social
Action
Attainment of the required score to qualify for the
scholarship in the BEE for the preferred degree program
GPA of at least 80% from Grades 7 to 11
Has no immediate family member who has availed of any
of Benilde’s financial assistance grants

Pierre Romançon Grant (PRG)
The PRG grant is awarded to incoming frosh who are in need
of financial support to pursue their tertiary education
Qualifications:
•
•
•
•

4.3.2.4.

Incoming frosh applying to any degree program except
BSBA-BM or BSBA-MM
Attainment of the required score to qualify for the
scholarship in the BEE or the preferred degree program
GPA of at least 85% from Grades 7 to 11
Has had no immediate family member who has availed
of any of Benilde’s financial assistance grants

School of Deaf and Applied Studies Grant (SDEASG)
The SDEASG Grant is awarded to incoming Deaf frosh who are
in need of financial support to pursue their tertiary education.
Qualifications:
•
•
•
•

Incoming frosh applying to Bachelor in Applied Deaf
Studies degree program
Deaf and financially challenged
Has passed the BEE
High recommendation/proper endorsement by the
School of Deaf Education and Applied Studies Dean and
the Director of the center for Deaf Esteem and Formation

Note: A maximum of two Deaf members from the same
family can receive the grant.
4.3.3. MERIT/TALENT SCHOLARSHIPS
4.3.3.1.

Athletic Grant (AR)
The AR scholarship is awarded to qualified candidates with
superior athletic abilities who are fit to represent the College
in sports competitions.
Qualifications:
•

62

Incoming frosh, recruited transferee, or upper class
student in any degree program except for BSBA-BM,
BSBA-MM

•
•
•
•
•
4.3.3.2.

With superior athletic abilities
Proper endorsement by the Director of the Center for
Sports Development (CSD)
Passed the BEE for the preferred degree program
Successful completion of the required screening and
evaluation process set by the CSD, including trainings
and tryouts
No major offense at the time of application

Office of Culture and Arts Grant (OCAG)
The OCAG is awarded to qualified incoming frosh and
upper class students who are artistically gifted in the field
of performing arts, production and stage management, and
advertising
Qualifications:
•

•
•
•
•
•

•

Incoming frosh or upper class student in any degree
program except for BSBA-BM, BSBA-MM, BPAD and ABTHA
Artistically gifted
Knowledgeable in arts management and advertising
(creative marketing, video production)
Proper endorsement by the Head of the Office of Culture
and Arts (OCA)
Passed the BEE for the preferred degree program
Successful completion of the required screening and
evaluation process set by the OCA, including trainings
and auditions
No major offense at the time of application

4.3.4. SERVICE RENDERING
4.3.4.1.

Student Publication Grant-Benildean (SPG-B)
The SPG-B grant is given to the staff and editors of the
Benildean Press Corps (BPC), the official campus journalists’
organization of the College, tasked to produce its official
student publications.
Qualifications:
•
•
•
•
•

4.3.4.2.

Frosh or upper class student currently enrolled in any
degree program
Active membership and substantive contribution to the
BPC for at least one (1) term
Recommendation by the Head of the Student Publications
Office (SPO)
Successful completion of the required screening and
evaluation process set by the SPO, including trainings,
tests, at interviews
No major offense at the time of application

Student Publication Grant-Yearbook (SPG-Y)
The SPG-Y grant is given to the staff and editors of the
Benildean Yearbook Office (BYO), the student organization
tasked to produce the College’s official yearbook.
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Qualifications:
•
•
•
•
•
4.3.4.3.

Frosh or upper class student currently enrolled in any
degree program
Active membership and substantive contribution to the
BYO for at least one (1) term
Recommendation by the SPO Head
Successful completion of the required screening and
evaluation process set by the SPO, including trainings,
tests, and interviews
No major offense at the time of application

Center for
(CICG)

Institutional

Communications

Grant

The CICG grant is given to qualified students who assist in the
production of communications materials under the different
offices of the Center for Institutional Communications (CIC).
Qualifications:
•
•
•
•
•
•
4.3.4.4.

Frosh or upper class student currently enrolled in any
degree program
Substantive contribution to the CIC for at least one (1)
term
Recommendation by the CIC Director
Successful completion of the required screening and
evaluation process set by the CIC, including trainings,
tests, and interviews
Completed and passed the required evaluation process
set by the CIC
No major offense at the time of application

Benilde Student Envoys Grant (BSEG)
The BSEG grant is awarded to qualified students who serve
as ambassadors of the College in special events and linkage
programs.
Qualifications:
•
Frosh or upper class student currently enrolled in any
degree program
•
With at least six (6) terms of residency left in Benilde
•
Grade Point Average (GPA) of at least 3.000
•
Recommendation by the Vice President for Advancement
•
Successful completion of the required screening and
evaluation process set by the Office of the Vice President
for Advancement, including trainings, tests, and
interviews
•
No major offense at the time of application

4.3.5. GOVERNMENT ENDORSED SCHOLARSHIPS
4.3.5.1.

Presidential Decree 577 Scholarship (PD 577)
The PD 577 scholarship is awarded to qualified children of
military personnel killed in action or incapacitated in the line
of duty.
Qualifications:
•
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Incoming frosh or transferee applying to any degree
program except BSBA-BM or BSBA-MM

•
•
•
•
4.3.5.2.

Child of military personnel killed in action or incapacitated
in the line of duty
Certification by the Armed Forces of the Philippines
Passed the BEE for the preferred degree program
Submission of all necessary requirements

Presidential Decree 1687 Scholarship (PD 1687)
The PD 1687 scholarship is awarded to qualified children of
military personnel awarded with the medal of valor.
Qualifications:
•
•
•
•
•

Incoming frosh or transferee applying to any degree
program except BSBA-BM or BSBA-MM
Child of military personnel awarded with the medal of
valor
Certification by the Armed Forces of the Philippines
Passed the BEE for the preferred degree program
Submission of all necessary requirements

4.3.6. INSTITUTIONAL SCHOLARSHIPS
4.3.6.1.

Brother President Scholarship Program (BPSP)
The BPSP scholarship is offered to qualified children and/
or dependents of regular and permanent associates of the
College.
Qualifications:
•
•
•
•

•
4.3.6.2.

Associate has served a minimum of three (3) continuous
years in Benilde
Associate is a regular and permanent employee
Associate has children and/or dependents who intend to
study in the College or in any De La Salle Philippines
(DLSP) institution
The following person/s are eligible for the BPSP
scholarship:
1. Legitimate child/children of married associate
2. Legally adopted child/children of married associate
3. Child/children of solo parent associate
4. Legally adopted child/children of solo parent
associate
5. Children of siblings by consanguinity (not affinity)
of single or married associate
Compliance with implementing guidelines set by the
Human Resource Services (HRS)

Benildean Education Associates Financial Assistance
Program (BEAFA)
The BEAFA grant is offered to qualified children and/or
dependents of Benildean associates.
Qualifications:
•

For regular and permanent associates, service of a
minimum of three (3) continuous years in Benilde

•

For part-time associates service of a minimum of twelve
(12) consecutive terms with load of no less than three
(3) units during the period of availment

•

Associate has not availed the BPSP scholarship
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•

•
4.3.6.3.

The following person/s are eligible for the BEAFA grant:
1.

Legitimate child/children of married associate

2.

Legally adopted child/children of married associate

3.

Child/children of solo parent associate

4.

Legally adopted
associate

5.

Children of siblings by consanguinity (not affinity)
of single or married associate

child/children

of

solo

parent

Compliance with implementing guidelines set by the HRS

School of Design and Arts Scholarship (SDA)
The SDA scholarship is awarded to qualified incoming
students who show exceptional talent in the various fields
under design and arts. Those who pass the initial screenings
are invited for an interview, presentation of portfolio, and
skills test.
Qualifications:
•
•
•
•
•

4.3.6.4.

Incoming frosh applying to any degree program under
the School of Design and Arts (SDA)
GPA of at least 85% from Grades 7 to 11
Attainment of the required score to qualify for the
scholarship in the BEE for the preferred degree program
Successful completion of the screening process with the
Program Chairperson/Coordinator, including interview,
presentation of portfolio, and skills test
Submission of all necessary requirements

VATEL Scholarship
*for SHRIM upper class students only
The one-year VATEL scholarship is awarded to the bestranking Bachelor of Science in International Hospitality
Management studetn who has completed five (5) academic
terms in the School of Hotel, Restaurant and Institutional
Management (SHRIM).

Note: Only one scholarship or grant is awarded to a student.
4.4.

Scholarship Application Process
4.4.1. Applications for academic scholarships, merit/talent scholarships,
financial assistance grants, and government endorsed scholarships
are given only upon entry to the College, with exceptions only for
scholarships/grants open to currently enrolled students.
4.4.2. The regular scholarship application period is during the months
of August to October of every academic year. The procedures are
stipulated in the Benilde website.
4.4.3. For merit/talent scholarships and service grants open to currently
enrolled students, applications must be made to the center/office
supervising the said scholarship/grant.
4.4.4. Each center/office has its own screening and evaluation process.
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4.4.5. Upon successful completion of the screening and evaluation,
students must pass by the SGO to complete their scholarship or
grant application.
4.5.

Enrollment Process
4.5.1. The enrollment process for scholars and grantees follows the basic
enrollment guidelines found in Section 3 (Admission and Enrollment)
of this Student Handbook, with the following additional steps:
4.5.2. For incoming frosh and new upper class student scholars and
grantees:
4.5.2.1.

Enlist in the Student Grants Information System (SGIS)

4.5.2.2.

Submit a copy of the following documents to the Student
Grants Office (SGO): degree program flowchart, signed
copy of the data privacy notice, signed SGO contract

4.5.2.3.

Grant permission to the SGO to access the parents portal
in the Student Information System (SIS) for grades

4.5.2.4.

Present your Enrollment Assessment Form (EAF) to the
SGO for processing and stamping

4.5.2.5.

Bring your stamped EAF to the Finance Department and
pay the necessary tuition and fees to confirm enrollment

4.5.2.6.

Submit a copy of your official receipt to the SGO

4.5.3. For current student scholars and grantees
4.5.3.1.

Present your EAF and monitoring card to the Scholarship
and Grants Coordinator (SGC) for processing and stamping

4.5.3.2.

Bring your stamped EAF to the Finance Department and
pay the necessary tuition and fees to confirm enrollment

4.5.3.3.

Submit a copy of your official receipt to the SGO

Important Reminder: Any change to the EAF requires
reprocessing by the SGO or this may result in penalties that the
student scholar will need to pay.
4.6.

Shifting
4.6.1. Shifting to another degree program by any scholar or grantee
requires the approval of the SGO and must follow the policies and
guidelines in Section 3 (Admission and Enrollment) of this Student
Handbook.
4.6.2. The scholarship or grant will cover only the number of terms of the
original degree program that the student was accepted for. Beyond
this period covered, the student must shoulder his/her tuition and
fees.

4.7.

Retention of Scholarship or Grant
Retention of the scholarship/grant requires the following:
4.7.1. Maintenance of the grades required by their particular scholarship or
grant as indicated in their scholarship contract
4.7.2. No major offense
4.7.3. No absence without Leave
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4.7.4. No leave of absence unless for meritorious reasons as determined
by the SGO
4.7.5. Fulfillment of service hours as indicated in their scholarship contract
4.7.6. Attendance in all required SGO activities like the yearly General
Assembly
4.7.7. Fulfillment of all other requirements, terms, and conditions indicated
in their scholarship contract
4.8.

Service Hours
4.8.1. Service hours are a requirement for graduation. The number of
hours and form of service/s required is dependent on the type of
scholarship or grant enjoyed by the student. These information is
indicated in the contract provided for each scholar.
The guidelines for service hours are found in Appendix E.

4.9.

Transferees
A limited number of merit/talent scholarships and service grants are
available for transferees. Transferees may apply for these scholarships
or grants upon completion of at least two (2) terms in the College.
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SECTION 5
Academic Performance
The following policies and precedures aim to help students achieve their full
potential in the pursuit of personal and professional excellence.
5.1.

Guidelines on Academic Honesty
All work submitted—homework assignments, papers, and examinations—
are expected to be the student’s own work.
Students should always take great care to distinguish their own ideas
and knowledge from information derived from sources. The term
“sources” includes not only published primary and secondary material,
but also information and opinions gained from other people. A student
is compelled to learn the proper forms of citation. Quotations must be
properly placed within quotation marks and properly acknowledged.
The sources must be cited whenever ideas or facts are derived from a
student’s reading and research. Reiterating or drawing on ideas or facts
used in another paper that the student is writing or has written requires
citing the original paper as a source.
A computer program written to satisfy a course requirement is, like
a paper, expected to be the original work of the student. Copying a
program from another student or any other source is a form of academic
dishonesty, as is deriving from a program substantially from the work
of another.
Papers and other academic work are expected to be submitted to only
one course. If the same or a similar work is to be submitted to any other
course, prior written permission of the instructor must be obtained. If
this is intended to take place in the same term, prior written permission
from all instructors involved must be obtained.

5.2.

Academic Advisement
As a learner-centered institution, the College recognizes that students
are responsible individuals who, with appropriate support and guidance,
are able to make important decisions concerning their academic
goals. Academic advisement is the process whereby this philosophy is
manifested. At the beginning of their stay in the College, students are
assigned an Academic Adviser from their respective school.
The Academic Adviser guides the students through the degree program’s
curriculum and course sequence. The Academic Adviser’s approval of
courses is required prior to students’ enrollment and adjustment in any
term. Any change in the enrollment or adjustment likewise requires the
approval of the Academic Adviser.
Through proper academic advisement, students are expected to
maximize their potential in the degree program they have chosen and
to graduate on schedule. The nature of academic advising may vary for
each degree program and at each stage of the degree program.

5.3.

Dean’s List
5.3.1. Students with outstanding academic performance during the current
term shall receive a certificate of recognition at the end of the term
and shall be recognized through the publication of the Dean’s List.
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Only grades earned in degree-related courses qualify for computation.
5.3.2. Students in the Dean’s List for three (3) consecutive terms, starting
from first term of the current academic year, shall be awarded a
plaque during the Honors Convocation at the end of the academic
year.
5.3.3. To qualify for the Dean’s List for the applicable term, the student
must:
5.3.3.1.

Have a term GPA of at least 3.000 for Second Honors and
3.500 for First Honors;

5.3.3.2.

Take on a total minimum load of:

5.3.3.2.1. At least 12 units (academic and non-academic
courses) or the number of units prescribed in their
flowchart, whichever is lower, for BAPDST and CDP
(BSBA-BM and BSBA-MM) students; or
5.3.3.2.2. At least 15 units (academic courses) or the number of
units prescribed in their flowchart, whichever is lower,
for all other students.

5.4.

5.3.3.3.

Not have been found responsible of a major offense or
academic dishonesty;

5.3.3.4.

Not have a grade below 2.500 in any academic course;

5.3.3.5.

Not have more than one W for the term;

5.3.3.6.

Not have failed or incurred an R in any academic or nonacademic course; and

5.3.3.7.

Not have a deferred grade for the term

Grading System, Crediting, and Retention Policies
5.4.1. In general, the number and length of class meetings per term
determines course credits. For example, a class meeting three (3)
hours per week for one term translates to three (3) units of credit.
Exemptions include classes with laboratory components or skillsbased training.
5.4.2. For credit courses, except those marked as Pass (P) or Repeat (R),
Benilde follows a numerical grade point system.
5.4.3. A grade of R means that the student failed to meet the requirements
of the course, and consequently has to re-enroll the course.
5.4.4. A deferred grade of 9.9 applies to practicum, thesis, and other
courses as specified by the department. The various academic
programs maintain specific rules in meting out this grade.
5.4.4.1.

Students who earned a deferred grade are given the next
two terms (bridging term not included) to complete all
requirements and lift the deferred grade. The student is
issued a Completion Form upon submission of all pending
requirements. Failure to comply with all requirements
means the grade of 9.9 defaults to R, which means that
the student must re-enroll the course.

5.4.4.2.

The deferred grade is reflected on the transcript of
records as a permanent record, but is not included in the
computation of the CGPA.
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Percentage

Grade

Description

97-100

4.000

Excellent

93-96

3.500

Superior

89-92

3.000

Very Good

85-88

2.500

Good

80-84

2.000

Satisfactory

75-79

1.500

Fair

70-74

1.000

Pass

Below

R

Repeat

W

Authorized Withdrawal

A

Audit

9.9

Deferred Grade

5.4.5. Students have the right to verify the bases for their grades. They
are, therefore, expected to periodically confer with their teachers
regarding their academic performance and access their final grades
online (See Section 2.2.1). Students who fail to show up during
the scheduled grades consultation days automatically signify their
agreement to the grades given to them.
5.4.6. Students must exercise self-objectivity and be cognizant of their
own academic performance. In general, students must accept and
respect the teachers’ evaluation of their performance in the course.
Only in instances where the teacher committed an error in recording
the grade should a student request for a change of grade.
5.4.7. The computation for the grade point average (GPA) on all Collegecredited courses is as follows:
5.4.7.1.

Credit units for each course are multiplied by the grade
earned to obtain the course grade point.

5.4.7.2.

The resulting grade points are added.

5.4.7.3.

The total number of grade points is divided by the total
number of credit units to obtain the GPA. The GPA is
computed up to three (3) decimal places.

5.4.7.4.

For GPA computation purposes, a grade of R shall be
equivalent to 0.0. Non-academic courses such as NSTP,
CSBLIFE are not included in the computation of GPA.
The following is an example of a GPA computation following
the said procedure:
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Course

Course
Units

Term
Grade

Grade Point

ARTAPRI

3.0

3.5

10.5

FOTOGRA

3.0

3.0

9.0

BAVIDEO

3.0

3.0

9.0

CRITHNK

3.0

2.5

7.5

DI-CALC

3.0

2.5

7.5

PURPCOM

3.0

3.0

9.0

PEFORTS

2.0

3.0

6.0

Total

20.0

58.5

GPA:
Total grade points 58.5
------------------------------- = 2.925 (Term Grade Point Average)
Total credit units 20
5.4.7.5.

For transferees, the CGPA computation is based only on
the grades earned in Benilde. The CGPA at the end of the
school year is computed as follows.

Term

Load

TGPA

Honor Points

First Term

20 units

2.925

10.5

Second Term

15 units

2.867

43.005

Third Term

20 units

3.125

62.5

Total

55 units

164.005

GPA:
Total honor points 154.005
------------------------------- = 2.981 (Cumulative Grade Point Average)
Total credit units 55
5.4.8. The numerical grading system shall be used in all courses except for
thesis and non-academic courses that make use of the P (Passed) or
R (Repeat) marks.
5.4.9. Students are considered enrolled in all the courses that appear on
their EAFs upon initial or full payment of the tuition and fees. A
student who stops attending class without officially dropping or
withdrawing from the course, or whose absences are beyond the
allowed number, will automatically get a grade of R.
5.4.10. Auditing students or “auditors” are those who attend certain classes
only for the purposes of increasing their knowledge on the course,
or acquainting certain classroom procedures without any intention of
earning units for these courses. However, it is expected that auditing
student will attend classes with reasonable regularity and/or do some
assigned work. Audit courses are marked “A” in the transcript of
records and earn no credits.

73

5.4.11. Application forms for audit students are available at the Registrar’s
Office during adjustment period. Audit students must comply with the
prescribed procedure for auditing courses and pay audit fees at the
Finance Department.
5.4.12. Retention Policies
5.4.12.1. Maximum Residency Policy (MRP)
5.4.12.1.1. The MRP shall be based on the completion of the
degree enrolled within the maximum period of 1.5
times the actual number of terms specified in the
degree program flowchart. For international students,
seven (7) grades of R incurred within the duration of
the degree program they are enrolled in disqualifies
them from re-enrollment.
5.4.12.1.2. The MRP is applcicable to ID 98 and above
5.4.12.1.3. A student may not be readmitted to the College after
the expiration of his/her MRP.
5.4.12.1.4. LOA and AWOL periods are included in the computation
of the MRP.
5.4.12.1.5. For international students, LOA and AWOL periods
because of mandatory military service are not included
in the computation of the MRP.
5.4.12.2. Disciplinary and Scholarship/Grants Retention Policies
5.4.12.2.1. Eligibility for Enrollment. A student who incurs two
major offenses, which are not because of accumulation
of minor offenses, shall be ineligible for re-enrollment.
5.4.12.2.2. Eligibility for Retention of Scholarship/Grant. Scholars/
Grantees found guilty of a major offense as defined
in this Student Handbook shall be automatically
disqualified from any scholarship/grant from the
College.
5.5.

Examinations

5.5.1. The midterm exam week falls on the 7th week of the term while the final
exam week falls on the last week of the term. The final exam schedule
follows the regular class schedule.
5.5.2. Students must come on time for an examination. If they are not
present within the first 20 minutes of the scheduled examination, they
will be considered late and may be prohibited from taking the test.
5.5.3. Students may not leave their assigned places during final examinations
without the permission of the proctor.
5.5.4. Talking, perusal of textbooks or notes of any kind (unless authorized),
giving or receiving information, and any other attempt to communicate
with fellow students during final examinations are not allowed.
Offenders shall be charged according to Section 7.6. Students
found cheating, as stated in Section 7.6.1.35, shall be subject
to appropriate disciplinary sanctions and penalties as stipulated in
Sections 7.7 and 7.8.
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5.5.5. Teachers are not obliged to give a special final examination to any
student who fails to take the exam as scheduled or announced except
in the following instances:
5.5.5.1.

Absences because of sickness (with corresponding medical
certificate validated by the Benilde Clinic)

3.5.5.2.

The student was an official representative of the College
(Approved Absence Form is required)

3.5.5.3.

Other cases as determined by the Program Chairperson/
Coordinator or School Dean

5.5.6. Students requesting for a special final examination should obtain
a Special Final Examination Form (SFEF) from his/her Program
Chairperson/Coordinator. Upon approval by the Program Chairperson/
Coordinator and School Dean and the confirmation of the new schedule
with the faculty concerned, the student shall pay a corresponding
examination fee at the Finance Department.
5.5.7. The Registrar has the final authority to decide all problems arising
from the final exam schedule.
5.6.

Attendance

5.6.1. Regardless of academic standing, students who incur absences of
more than 20% of the total course hours get a failing grade (R) and
will earn no credits for the course.
5.6.2. Students must regularly and punctually attend all class meetings in
all their courses.
5.6.3. Absences. Students shall be marked absent if they arrive after:
5.6.3.1.

The first 20 minutes of a 1-hour class.

5.6.3.2.

The first 30 minutes of a 1.5-hour class or longer.

5.6.4. Tardiness
Students shall be considered late, which is considered a half-absence, if
they arrive in class within:
5.6.4.1.

The first 20 minutes of a 1-hour class

5.6.4.2.

The first 30 minutes of a 1.5-hour class or longer

5.6.5. Excessive absence is not a valid reason for withdrawal
5.6.6. Students shall receive a failing grade (failure due to excessive
absences) in a course if they have incurred absences equal to:
5.6.6.1.

Six (6) or more absences in a class conducted two (2)
times a week

5.6.6.2.

Three (3) or more absences in a class conducted once a
week

5.6.6.3.

Three (3) or more absences in laboratory or modular
classes (for SHRIM and SDA)

5.6.7. All faculty members are expected to begin their class promptly
although unavoidable circumstances may cause some faculty
members to be late for class. In such cases, students should wait for
their teachers for:

75

5.6.7.1.

The first 20 minutes of a 1-hour class

5.6.7.2.

The first 30 minutes of a 1.5-hour class or longer

5.6.7.3.

The first 40 minutes of a 2.0-hour class

5.6.7.4.

The first 60 minutes of a 3.0-hour class or longer
Teachers may mark students as absent if they leave their
class earlier than the prescribed time. Students whose
teachers arrive beyond the prescribed class time are entitled
to a full review of the lesson in the subsequent meeting.

5.6.8. Approved Absences
5.6.8.1.

Approvals for absences must come from either of the
following:

5.6.8.1.1. School Dean for academic activities
5.6.8.1.2. Student Life Dean for non-academic/co-curricular/
extracurricular activities and CSBLIFE-, CSBGRAD, or
NSTP-related activities
5.6.8.2.

Approved Absences shall not be counted against
students nor regarded as part of the number of allowable
absences (See Section 5.6). Students shall be allowed
to make up for missed quizzes, examinations, graded
recitations, assignments, seatwork, and other activities
or requirements at the soonest possible time.

5.6.8.3.

Procedures and Guidelines

5.6.8.3.1. Students must secure an Approved Absence Form
from the Office/Department/School organizing the
event.
5.6.8.3.2. The accomplished Approved Absence Form should be
submitted for approval before the date of the intended
absence.
5.6.8.3.3. The students must present the approved form to
the teacher at least one (1) class session prior
to the absence. In cases where advance notice is
not possible, the activity coordinator or Program
Chairperson/Coordinator shall explain the situation in
writing to the faculty concerned and noted by School
Dean or Student Life Dean
5.6.8.3.4. Subject to the provisions of the Policy on
Recommendation for Approved Absence, students
shall be held responsible for all assignments and the
entire content of the course missed, regardless of the
cause of the absence.
5.6.8.3.5. Depending on the nature of the activity/ies, as
enumerated in Section 5.6.8.1.2, the School Dean,
CLM Director, CSD Director, or CSA Director has the
final authority to adjucdicate all problems arising from
class absences.
5.6.9. Unapproved Absences
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Absences because of sickness are NOT considered Approved Absences
and should, therefore, be counted against the students’ attendance
even if certified by a doctor, parent, or guardian.

5.6.9.1.

In case of absences because of prolonged illness, students
or their duly authorized representative should notify the
School Dean or Program Chairperson, who shall then take
appropriate action.

5.6.9.2.

Other personal circumstances such as death in the family,
emergencies, and special occasions (such as debut,
wedding, family reunion) are likewise NOT covered by the
Policy on Recommendation for Approved Absence.
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SECTION 6
Graduation
6.1.

6.2.

6.3.

Graduation Requirements
6.1.1.

Students who have successfully completed all the requirements
of their academic and non-academic courses and satisfactorily
complied with all other requirements of their school and/or the
institution (e.g. community service, retreats and recollections,
initial and exit interviews, and online resume created via the DLSCSB Career Portal, etc.) shall be eligible for graduation. Students
are deemed graduated upon completion of all curricular, cocurricular, school, and institutional requirements; and obtaining of
all necessary clearances.

6.1.2.

By the fifth week of classes, candidates will receive Notice of
Graduation through their Benilde email address. Simultaneously,
the Registrar’s Office also posts the list of candidates for graduation.

6.1.3.

To be included in the final list of candidates for graduation, students
are given until the week prior to the final examination week to
secure clearances for all academic and non-academic obligations.

6.1.4.

The tentative list of candidates for graduation is finalized by the
third week of the succeeding term.

6.1.5.

Candidates for graduation are required to attend an orientation
arranged by the Registrar’s Office. Guidelines for graduating
students are distributed during the orientation.

6.1.6.

In cases where a student is involved in any discipline-related
process (investigation or formation program), all graduation
credentials shall not be released until the case has been resolved.

Commencement Exercises
6.2.1.

Graduation honors and conferment of degree are done during
the commencement ceremony, which is usually scheduled on the
eighth week of the succeeding term.

6.2.2.

However, the list of candidates for graduation found in the
graduation program may not be final. Release of official
documents such as the official transcript of records (OTOR) and
diploma confirms graduation.

Graduation Honors
6.3.1.

The Honors and Awards Committee may recommend students
who have maintained the required academic standards for the
graduation honors of Summa Cum Laude, Magna Cum Laude,
Cum Laude, and Honorable Mention.

6.3.2.

The following criteria shall apply to graduate with honors:

6.3.2.1.

Cumulative Grade Point Average (CGPA) of 3.000 and
above. The CGPA of graduating students refer to courses
taken at DLS-CSB and institutions where courses are
taken in consortium with the College.
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The following CGPA requirements apply:

Honors

CGPA

Summa Cum Laude

3.800-4.000

Magna Cum Laude

3.600-3.799

Cum Laude

3.400-3.599

Honorable Mention

3.000-3.399

6.3.2.2.

Earned at least 80% of the total credits toward the degree
should have been earned in residence at DLS-CSB.

6.3.2.3.

No major offense or recorded academic dishonesty.

6.3.2.4.

Students admitted AY 2009-10 and earlier shall be
disqualified from graduating with Latin Honors (Summa
Cum Laude, Magna Cum Laude, and Cum Laude) if
they have received a grade of R in any course, whether
academic or non-academic.

6.3.2.5.

Students admitted AY 2010-2011 onwards shall be
disqualified from graduating with honors (Honorable
Mention and Latin Honors) if they have received a grade
of R in any course, either academic or non-academic
taken at DLS-CSB or previous schools.

6.3.2.6.

Should not have exceeded the maximum allowable
number of official course withdrawals during the entire
stay in the College, and in the case of transferees, in
previous schools attended.

Honors

Maximum Allowable
Percentage of Course
Withdrawals

Summa Cum Laude

0% of total units

Magna Cum Laude

2% of total units

Cum Laude

5% of total units

Honorable Mention

5% of total units

6.3.3.

Other grading systems are subject to deliberation by the Honors and
Awards Committee, which decides on such cases with finality.

6.3.4.

In the case of shiftees within the College, units and grades earned in
previous programs shall be included in the CGPA computation.

6.3.5.

Pursuant to the vision-mission of the College, students are expected
to conduct themselves in a manner befitting a Benildean. Students, as
such, must not have been found guilty of a major offense in order to be
conferred graduation honors.

6.3.6.

Loyalty awards are given to students who have completed their schooling
at De La Salle institutions, under De La Salle Philippines, or at any
school supervised by the La Salle Brothers since the first grade of their
elementary studies. They must not have earned any credits towards the
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degree from any non-La Salle school or non-La Salle supervised school.
6.3.7.

Special academic awards may be given by the respective schools to
graduating students subject to an approved set of criteria by the Honors
and Awards Committee.

6.4.

Special Awards
The College recognizes graduating students who have gained meritorious
achievements in co- and extracurricular activities. Graduating students
who best embody the ideals of Saint John Baptist De La Salle and
Saint Benilde Romançon through excellence in academics, leadership,
community service, and athletics are given recognition during the
commencement exercises of the College.

6.4.1. Overview of the Awards
6.4.1.1.

Br. Andrew Gonzalez FSC Leadership Award
This is given to students who are academically excellent, have
rendered exemplary service, and made a positive impact
in the community and to the student body through active
involvement and leadership in recognized student groups
in the College. The awardees should meet the following
qualifications:

6.4.1.1.1. CGPA of at least 3.000 with no failing marks
6.4.1.1.2. Compliance with the residency requirement, which
means that the student earned at least 80% of the
degree program’s total credit units at DLS-CSB
6.4.1.1.3. Consistent demonstration of exemplary leadership
qualities and the holding of major key roles or
positions in any recognized student group for at least
two (2) academic years
6.4.1.1.4. Not having committed any minor or major offense
and/or recorded academic dishonesty as determined
by the Office of Student Behavior

Criteria

Weight

Academic Excellence

20%

Benildean Character

20%

Community Service

10%

Leadership Ability

50%

6.4.1.2.

Br. Cecilio Hojilla FSC Community Service Award
This is given to students who are academically excellent and
exemplify the Benildean-Lasallian values, especially social
responsibility and zeal for service. The awardees should meet
the following qualifications:

6.4.1.2.1. CGPA of at least 3.000 with no failing marks
6.4.1.2.2. Compliance with the residency requirement, which
means that the student earned at least 80% of the
degree program’s total credit units at DLS-CSB
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6.4.1.2.3. Consistent involvement in a community extension
project that has made an impact on a particular
community/group that s/he has served, whether on
or off campus for at least two (2) years
6.4.1.2.4. Not having committed any major and/or recorded
academic dishonesty as determined by the Office of
Student Behavior

Criteria

Weight

Academic Excellence

20%

Benildean Character

20%

Community Service

50%

Leadership Ability

10%

6.4.1.3.

Br. Rolando Dizon FSC Athletic Award
This is given to students who are academically excellent
and have rendered exemplary performance as a BenildeanLasallian athlete. The awardees should meet the following
qualifications:

6.4.1.3.1. CGPA of at least 3.000 with no failing marks
6.4.1.3.2. Compliance with the residency requirement, which
means that the student earned at least 80% of the
degree program’s total credit units at DLS-CSB
6.4.1.3.3. Membership in a varsity team for at least two (2)
years and/or membership in a national team for at
least one (1) year (as certified by the Center for
Sports Development)
6.4.1.3.4. Not having committed any major offense and/or
recorded academic dishonesty as determined by the
Office of Student Behavior

Criteria

Weight

Academic Excellence

20%

Benildean Character

20%

Community Service

10%

Leadership Ability

50%

6.4.1.4.

Saint Benilde Romançon Award
This is the highest award conferred by the College to a
student who best exemplifies Saint Benilde Romançon in
“doing ordinary things extraordinarily well.” It is given to
students who are academically excellent and have rendered
exemplary service and leadership or athletic excellence. The
awardee embodies the Benildean-Lasallian values, especially
social responsibility and zeal for service. The awardees should
meet the following qualifications:
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6.4.1.4.1. CGPA of at least 3.000 with no failing marks
6.4.1.4.2. Compliance with the residency requirement, which
means that the student earned at least 80% of the
degree program’s total credit units at DLS-CSB
6.4.1.4.3. Consistent involvement in a community extension
project that has made an impact on a particular
community/group that he/she has served, whether
on or off campus for at least two (2) years
6.4.1.4.4. Consistently demonstration of exemplary leadership
qualities and the holding of major key roles or
positions in any recognized student group for at least
two (2) academic years; or
6.4.1.4.5. Membership in a varsity team for at least two (2) years
and/or in a national team for at least one (1) year (as
certified by the Center for Sports Development)
6.4.1.4.6. Not having committed any minor or major offense
and/or recorded academic dishonesty as determined
by the Office of Student Behavior
6.4.2. Implementing Guidelines
6.4.2.1.

The Student aspirant/applicant may directly apply or
be nominated by Benildean administrator, faculty, or
associate.

6.4.2.2.

All required documents/assessment forms must be
properly accomplished and submitted to Department of
Student Life on or before the determined deadline for the
term.

6.4.2.3.

The Graduation Special Awards Committee (GSAC)
screens and deliberates the applicants for the Special
Awards for Graduation.

6.4.2.4.

The screening process includes a paper screening and a
panel interview with the GSAC.

6.4.2.5.

The Student Life Dean will process the documents
submitted by the graduating students and evaluate their
contents based on a given criteria.

6.4.2.6.

The Honors and Awards Committee will review the GSAC’s
recommendations, decide on the recommendations, and
resolve any other issue and/or complaints related to the
Graduation Special Awards.

6.4.2.7.

The Student Life Dean informs the recipients of the
Graduation Special Awards.
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7

Student Discipline

7.1 Benilde Philosophy of Discipline
7.2 The Principle of “Loco Parentis” and
Special Parental Authority
7.3 Jurisdiction of Benilde over Students
7.4 Office of Student Behavior
7.5 Jurisdiction over Discipline Cases
7.6 Offense
7.7 Disciplinary Sanctions
7.8 Procedures in Discipline Cases
7.9 Prohibition Against Fraternity- or
Sorority-Relaated Violence

SECTION 7
Student Discipline
7.1.

Benilde Philosophy of Discipline
Discipline is the formation and development of character according
to Christian ethics. It seeks to help students grow and develop into
“mature, responsible, effective, and worthy citizens of the community”.
Discipline entails the maintenance of peace and stability in the
community, geared at preserving a “safe and orderly educational
environment conducive to learning”.
While Benilde deems administrative sanctions as necessary to uphold
institutional norms and ensure an atmosphere conducive to promoting
the common good, but the institution emphasizes values truth, justice,
and social responsibility when instilling discipline. It fosters relationships
engendering a cooperative spirit through opportunities that help
students make moral and ethical choices.
The College’s brand of discipline aims to fortify character and help
students realize their true worth as members of a Christian community.
It likewise aspires to instill in them the Benildean Expression of Lasallian
Core Values: God-centeredness, integrity, creativity and innovation,
social responsibility, appreciation for individual worth, professional
excellence, and oneness with the plight of the poor.
Given this philosophy, the College expects students to conduct
themselves in a manner that conforms to and upholds The Student Code
of Discipline:
Imbued with Benildean-Lasallian ideals and discipline, students are
expected to:
A.
B.
C.
D.
E.
F.
G.

Exemplify Christian values, ethics, and principles
Promote a just and humane community
Respect the rights of others
Be socially responsible and responsive to others
Preserve one’s good name and that of the College
Help maintain peace and order in the community
Strive to promote the Vision-Mission of the College

Benilde students shall, at all times, observe and abide by the laws of
the land; the issuances of the Commission of Higher Education; and
the code of discipline and provisions, norms, rules, and regulations
prescribed by the College. Any student held responsible for violations of
the same shall be subject to disciplinary action as provided.
In its desire to create opportunities for learning and restitution, Benilde
adheres to restorative justice principles and practice. Under restorative
justice, an offense more than breaks a policy; it also causes harm
to people and relationships. Given this, the College believes that
any intervention must address both the offense and the harm that it
caused. The principles of inclusive decision-making, accountability,
reparation of aggrieved parties, and trust-rebuilding serve as guiding
principles in the College’s discipline processes and procedures.
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7.2.

The Principle of “Loco Parentis” and Special Parental Authority
College administrators, faculty members, and school personnel shall
exercise “special parental authority” and/or “loco parentis” over
students. They have the prerogative to discipline and/or apprehend
violators of College rules, regulations, and policies; and refer them to
the Office of Student Behavior (OSB) when necessary.
Student discipline is a responsibility shared by all community members.
College administrators, faculty, personnel, student leaders, security
and maintenance personnel, and all other associates are authorized to
secure the identity of a student caught in flagrante delicto or in the act
of committing or having just committed an offense as stated in this
Student Handbook.
A student’s refusal to present his/her ID upon request of an authorized
person shall be considered an aggravating circumstance. In events
where a victim of an offense does not file a complaint and suspected
perpetrators do not admit or confess their guilt, any member of the
Benildean community who has knowledge of the offense committed
may file the complaint. In the same manner, the OSB Head may initiate
investigation and filing of a case on behalf of the College.

7.3.

Jurisdiction of Benilde over Students
The College has jurisdiction over its students while they are in campus
premises.
The College also has jurisdiction over its students for acts committed
outside its premises and beyond school hours in the following
situations:

7.4.

7.3.1.

In cases of violations of College policies or regulations offcampus even if it is not a College-sponsored activity.

7.3.2.

In cases where the misconduct of the student involves
his or her status as a student or affects the good name or
reputation of the College.

The Office of Student Behavior
The Office of Student Behavior (OSB) is generally tasked to implement
provisions of this Student Handbook in accordance with the College’s
philosophy of discipline.
The OSB Head formulates and implements the general operations and
programs of the OSB. The deputy officers assist the OSB Head in the
implementation of discipline programs and policies and overseeing the
daily operations of OSB. The discipline officers enforce the disciplinary
rules and regulations of the College. They also assist students through
the OSB formation programs.
OSB also provides the following services to students:
A. Issuance of certification of good moral character*;
B. Initial storage of lost and found items and subsequent turnover of
unclaimed items to GASD and/or Finance Department;
C. Issuance of forms such as, but not limited to clearance, temporary
pass, ID renewal slip, and violation form.
D. Documentation and recording of disciplinary cases;
E. Mediation; and
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F. Monitoring of peace and order in the campus.
*Certifications of good moral character are given only to students who
have not incurred any major offense during their stay in the College.
7.4.1. College Discipline Board
The College Discipline Board, hereinafter referred to as the Board,
hears and decides cases under its jurisdiction and those endorsed by
the OSB Head.
Offenses that may be meted with a sanction of suspension beyond two
(2) weeks, exclusion, and expulsion are submitted to the Board.
The Chair of the Board, who is appointed by the Chancellor, and who
must be a member of the Integrated Bar of the Philippines, presides
over all hearings and deliberations. He/She shall have control over all
Board proceedings and at no time shall his/her presence be dispensed
with. The members of the Board and their alternates are appointed
by the Vice President for Lasallian Mission and Student Life (VP-LMSL)
from the names recommended by their respective sectors.
A majority of the members of the Board shall constitute a quorum. A
majority of the quorum shall be necessary for rendering judgment and
imposing appropriate sanction.
7.4.2. Discipline Panel
The Discipline Panel, hereinafter referred to as the Panel, holds
conferences to hear and decide cases brought to the attention of
the OSB Head, the sanctions for which last for no more than 20% of
the prescribed school days for the term, or suspension for 14 school
days. In some instances, however, the Panel may elevate cases to the
Discipline Board for formal adjudication.
The composition of the Panel shall be as follows:
A.
B.
C.

The OSB Head, who acts as the Presiding Officer;
The Program Chairperson/Coordinator of the degree program the
respondent is enrolled in or his/her authorized representative; and
A Central Student Government representative.

7.4.3. Benilde Special Counsel
As may be deemed necessary, the VP-LMSL may recommend to the
Chancellor the appointment of a special counsel to act on legal matters
affecting College interests.
The special counsel may be asked to do the following:
A. File with and prosecute charges in the Board for and on behalf of the
College in cases where the College takes action against students,
with or without formal complaints filed by the persons aggrieved or
victimized or whose rights may have been directly violated or by any
other person interested or authorized to file such complaints.
B.

Prosecute formal charges filed by the Board by any interested party
or authorized person other than the College upon its own initiative,
where the College nonetheless deems it necessary to protect and
promote the interests and rights of the College or those of the
complainants.

C.

Undertake such other actions as may be deemed necessary by the
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Chancellor. At its discretion, the Board may, however, proceed or
continue with the hearing of a disciplinary case despite the nondesignation, non-availability, or absence of a special counsel. The
special counsel shall not participate in the deliberations of the Board
and shall function only as a legal adviser, safeguarding and promoting
the College’s best interests.
7.5.

Jurisdiction over Discipline Cases

7.5.1. There are three (3) possible ways of resolving cases presented to/filed
by the OSB: 1) resolution at the OSB Head’s level; 2) resolution by the
Discipline Panel; and 3) resolution by the Discipline Board.
7.5.1.1.

Cases resolved OSB Head Level:
A.

Minor offenses

B.

Major offenses where: a) the respondent executes in
writing a voluntary and full admission or confession of
guilt; or b) the corresponding penalty does not exceed
seven (7) days of suspension.

As may be deemed necessary, the OSB Head may convene the Discipline
Panel or elevate the case to the Discipline Board. The OSB Head presides
over the Discipline Panel, and may sit as a resource person in the
Discipline Board but at no time participate in the deliberation.
7.5.1.2.

Cases resolved by the Discipline Panel
The Discipline Panel shall exercise jurisdiction over major
offenses brought to its attention by the OSB Head where the
respondent executes an incomplete or qualified admission,
or a denial.

7.5.1.3.

All enrollment related requirements (e.g. transcript of
records, birth certificate, etc.) found spurious by the
Registrar’s Office shall be decided upon by a Special
Discipline Panel composed of the following members:
OSB Head, Registrar, special counsel, and Central Student
Government representative.

7.5.1.4.

Cases resolved by the Discipline Board:
The Discipline Board shall exercise jurisdiction over:

7.6.

A.

Major offenses the sanctions of which are meted with
suspension beyond 20% of the prescribed school days
for the term, that is, more than 14 school days.

B.

Investigations of specific factual matters that are in the
nature of an appeal regarding a decision made by the
OSB Head/Discipline Panel. This is to determine the
accuracy of the appreciation of the OSB Head/Discipline
Panel of the evidence presented or to receive newly
discovered evidence that had not been available at the
time the matter was under investigation by the OSB
Head/Panel.

Offense

7.6.1. Major Offenses
A major offense, which merits any of the sanctions defined in Section
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7.7, includes the following:
Offenses against College Security and Order
7.6.1.1.

Initiating or participating in activities that threaten College
security or public order

7.6.1.2.

Unauthorized possession of deadly weapons or objects that
can be used to cause injury within the College premises,
or during College-sanctioned activities or functions on/offcampus (see Appendix F)

7.6.1.3.

Lending, borrowing, or using someone else’s ID,
Enrollment Assessment Form, official receipt, or other
official documents

Offenses against Persons in Authority
7.6.1.4.

Direct assault upon the person of any member of the
faculty, administration, non-teaching personnel, or any
College personnel, or any student or person vested with
authority while such person is in the performance of
official duties; or on occasion of such performance

7.6.1.5.

Indirect assault, or using force or intimidation against any
person coming to the aid of the authorities on occasion of
the commission of the offense defined in the immediately
preceding section

Offenses against Public Interest and the Good Reputation of the
College
7.6.1.6.

Dishonesty and/or any fraudulent act

7.6.1.7.

Forging, falsifying, or tampering with academic or official
records or documents including school ID; securing or
using forged, falsified or tampered school records, forms,
and/or official documents; or practicing or attempting to
practice any deception or fraud in connection with one’s
admission to, registration in, or graduation from the
College or any College activity or function. The student
is accountable for the authenticity of all documents
submitted regardless of whether he/she is directly
involved in the act defined herein

7.6.1.8.

Perjury, defined as testifying falsely in any administrative
proceeding or knowingly making untruthful statements in
documents under oath when such oath is required

7.6.1.9.

Any act, omission, condition, status, or circumstance
tending to cause or causing disrepute, discredit, or
dishonor to the College or persons in authority, and/or
contempt for the name of the College or any member of
the community

7.6.1.10. Making false representation and/ or announcement that
tends to put in disrepute or cause damage to the College
or persons in authority
7.6.1.11. Making false representation as an officer/member/
representative of a recognized or accredited student
organization/group of the College.
7.6.1.12. Any form of student- or student organization/grouprelated misconduct, whether committed within or outside
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College premises, which directly or indirectly affect the
good name of the College
7.6.1.13. Unauthorized collection or solicitation of funds or exaction
of money, checks or other negotiable instruments, and/
or any material or object in connection with matters
pertaining to the College
7.6.1.14. Unauthorized selling of merchandise or services for any
purpose
7.6.1.15. Embezzlement of funds of
organization/group or class

any

legitimate

College

Offenses against School Norms, Standards, and Policies
7.6.1.16. Commission of any act constituting an “intellectual
property offense” under the College’s Intellectual Property
Rights Policy and Implementing Rules and Regulations
2015-2017 (IPR Policy and IRR, available at we.benilde.
edu.ph):
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7.6.1.16.1.

Unauthorized
reproduction,
including
photocopying or any manner of copying, exhibit,
use, or distribution of any printed matter in
whole or in part, including software and
multimedia presentations, without permission
of the author/creator/owner of the intellectual
property, subject to Use Rights as defined under
the IPR Policy and IRR, fair use principles for
copyrighted works, and other exceptions and/
or legal defenses provided under Republic Act
(R.A.) No. 8293 or the Intellectual Property
Code of the Philippines, as amended

7.6.1.16.2.

Use, distribution, transfer, rental, sale, or
production of counterfeit, unlicensed, or pirated
intellectual property contained in an optical
media as defined in R.A. No. 9239 or the Optical
Media Act of 2003

7.6.1.16.3.

Deliberate failure to comply with the disclosure
and manifestation requirements of the IPR
Policy and IRR

7.6.1.16.4.

Failure to disclose, identify, or cite co-authors,
co-creators or co-inventors in a research,
creative work, or invention despite knowledge of
the identities and contributions of these persons

7.6.1.16.5.

Unauthorized use, distribution, transfer, rental,
sale or production of Benilde IP, and merchandise
bearing Benilde marks

7.6.1.16.6.

Blatant disregard of the Logo Style and Usage
Guidelines for Benilde marks

7.6.1.16.7.

Acts constituting academic dishonesty (See
Section 5.1)

7.6.1.16.8.

Violation of the right of authors, inventors, and
creators to the integrity of their work in the
exercise of use rights and fair use

7.6.1.16.9.

Failure of any person to cite or acknowledge

the College in inventions and works developed
or produced with the substantial use of College
resources, or receiving grants or incentives
from or funded through the College, or when
the College assigned, released or waive its
intellectual property rights in favor of such
person
7.6.1.16.10.

Knowingly aiding, or abetting anyone, or failure
to report anyone who commits intellectual
property offenses.

7.6.1.16.11.

Violation of the provision on confidentiality
under Rule 12 of the IPR Policy IRR.

7.6.1.16.12.

Manifest disregard and/or violation of any of the
provisions of the Benilde IPR Policy and IRR.

7.6.1.16.13.

Other acts analogous to the foregoing. See
complete text of the Benilde IPR Policy and IRR
is available at we.benilde.edu.ph

7.6.1.17. Commission of any act violating R.A. No. 10173 or the
Data Privacy Act of 2012:
7.6.1.17.1.

Accessing/processing/divulging of personal
information of others without consent

7.6.1.17.2.

Selling personal information that they are in
possession of or they have access to

7.6.1.17.3.

Using or disclosing personal information
collected through College activities/events or
service for profiling

7.6.1.17.4.

Collecting, marinating, using, or sharing of
personal information beyond what is needed for
education or school purposes or as authorized or
with consent of the student

7.6.1.18. Unauthorized possession or distribution or being under
the influence of prohibited drugs or chemicals included
in the list of prohibited drugs and chemicals by the
National Bureau of Investigation and/or R.A. No. 9165
or the Dangerous Drugs Act of 2002, as amended; or
the unauthorized possession of drug paraphernalia,
distribution/selling or possession of any regulated drug
without proper prescription inside the College’s premises
or outside during an off-campus academic function or
College activity/event
7.6.1.19. Smoking, vaping, or use of electronic cigarettes within
the premises and immediate vicinity of any of the Benilde
campuses, including all grounds/properties/premises of
the College (see Section 2.3.5.8)
7.6.1.20. Unauthorized possession and/or drinking of alcoholic
beverages within the College premises or during offcampus activities sponsored by the College
7.6.1.21. Being in an intoxicated state in College premises or found
to be positive for alcohol intake when tested
7.6.1.22. Breach of the Benilde Infonet Policy or violation of its rules
and regulations:
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7.6.1.22.1.

Accessing a College computer, computer
network, or any IT services provided by the
College (e.g. intranet portal, VPN service, etc.)
without authority or beyond authorized access

7.6.1.22.2.

Introducing false information or preventing
authorized use of information that is stored
in any College storage systems/databases;
transmitted to and/or from the College computer
and/or telecommunications networks; and/or
processed by any College information systems

7.6.1.22.3.

Preventing normal operations of computers,
computer networks, or any IT services of the
College

7.6.1.22.4.

Sending offensive content, threats, etc. using
the Benilde Infonet or any computer network or
services (e.g. blogs, social networking services,
distribution/mailing lists, electronic groups/
forums, or electronic bulletin board services,
etc.) outside the Benilde Infonet

7.6.1.22.5.

Altering, damaging, destroying, or disclosing
information to others

7.6.1.22.6.

Infonet account disclosure or the disclosing of
usernames, passwords, personal identification
numbers, or any similar information that
will allow access to Benilde Infonet or any
institution/organization to which the College has
an authorized connection knowing fully that the
disclosure is without written approval from a
person in authority

7.6.1.22.7.

Violating the rules and regulations stated in the
Benilde Infonet Manual

Note: For more information regarding Infonet policies and
procedures, please refer to the Benilde Infonet Manual (see
Appendix G).
7.6.1.23. Gambling of any form on or off campus or in any Collegesanctioned activity or function
7.6.1.24. Membership in a fraternity/sorority, participating in any
manner of recruitment of students into fraternities/
sororities, or encouraging others to join any such
organization that tends to violate their non-fraternity
contract. This includes membership in any organization
not recognized by the College and that which subscribes
to violent acts
7.6.1.25. Hazing, as defined by R.A. No. 11053 or any act of
initiation that causes injury to an individual for the reason
of admission, continuance, or retention of membership
in any organization, association, society, or group. This
is regardless of whether or not such acts result in the
demise, physical disability, insanity, or psychological
suffering of the individual
In reference to this section, all individuals present in
the hazing who directly or indirectly participated in the
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hazing process are liable. All officers of the organizations,
associations, societies, or groups, whether or not they were
present during the initiation, are likewise liable (see Section
7.9.1.2.1)
7.6.1.26. Violation of Benilde Residence Hall rules and regulations
that are tantamount to a major offense as defined in this
Student Handbook
7.6.1.27. Irreverent conduct that tends to prevent or disturb
religious activities such as the Angelus, Masses, prayers,
and other similar practices or other manifestations of
any religion, including desecration of religious objects or
places of worship
7.6.1.28. Disrespect to national symbols (e.g. not standing at
attention during ag ceremonies, making a mockery of the
national anthem, etc.) or any other similar infraction
7.6.1.29. Preventing the circulation of a
publication from the newsstands

recognized

student

7.6.1.30. Violation of Student Handbook rules while on discipline
formation/probation, and violation of the specific terms
and conditions of that formation or probation
7.6.1.31. Willful failure to comply with the summons issued for
purposes of investigation conducted in connection with
discipline-related cases
7.6.1.32. Defiance or willful non-compliance with the requirements
set by the College in connection with one’s sanction or
case
7.6.1.33. Accumulation of three (3) minor offenses within the
period of stay in the College. This does not apply to
Minor Offenses with prior warnings (e.g. dress code
violation), as stipulated in Section 7.6.2.15.
7.6.1.34. Willful failure to comply with required drug testing
procedures (see Appendices H and I)
Offenses against Good Morals and Norms of Decency
7.6.1.35. Acts of cheating such as, but not limited to, the following:
A.

Unauthorized possession of notes or any material
relevant to an examination, whether or not the student
actually uses them during the examination

B.

Looking at examination papers of others and/or allowing
another to glance/look at one’s own paper/notes during
examination

C.

Copying or allowing another to copy from one’s
examination papers, assigned reports, case analyses,
reaction papers, theses, and other similar materials

D.

Communicating with another during examinations
without permission from the teacher or proctor.

E.

Furnishing answers to examination questions to another
person

F.

Leaking of examination questions to other students
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G.

Unauthorized use of cellular phones, communication
gadgets, or any electronic device during examinations
and other academic activity

H.

Plagiarism, defined as intentionally or knowingly
representing as one’s own work another person’s ideas,
data, or language in any academic endeavor or exercise
without proper acknowledgement

I.

Taking an examination for another student, in which case
both parties shall be liable

7.6.1.36. Conviction before any court for a criminal offense involving
moral turpitude against persons or property other than
through reckless imprudence
7.6.1.37. Acts of indecency, lewdness or immorality in any medium
7.6.1.38. Unless with an OSB permit and/or approval by a faculty
concerned as part of a course requirement: bringing
in, viewing, displaying, sending, creating, copying, or
distributing pornographic, or foul and malicious messages
in whatever form or means; including accessing
pornographic and other prohibited internet sites
7.6.1.39. Inappropriate display of intimacy within the College
premises that offend or tend to offend the sensibilities of
the community, and which may be deemed or perceived
as vulgar, repulsive, or immoral
7.6.1.40. Acts of lewdness, displays of indecency, and any
commission of immorality in any form or medium
Offenses against Persons
7.6.1.41. Making of sexual advances in words or deeds to another
student or to any member of the academic community
7.6.1.42. Any act amounting to a crime or wrongdoing, or with
infliction of any injury or harm upon the person, honor
and integrity of another on/off-campus or in any social
media platform
7.6.1.43. Engaging or involving oneself in physical fights and/or
acts of violence.
7.6.1.44. Vilifying any person with disability which could result to
loss of self-esteem of the latter. This includes making an
utterance of slanderous and abusive statements against
a person with disability and/or doing an activity in public
which incites hatred towards, serious contempt for, or
severe ridicule of persons with disability
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7.6.1.45. Bullying, which refers to any severe, or repeated use
by one or more students of a written, verbal, signing or
electronic expression, or a physical, psychological act or
gesture, or any combination thereof, directed at another
student that has the effect of actually causing or placing
the latter in reasonable fear of physical or emotional harm
or damage to his property; creating a hostile environment
in school for the other student; infringing on the rights of
another student in school; or materially and substantially
disrupting the education process or the orderly operation
of a school; such as, but not limited to, the following:

A.

Any unwanted physical contact between the bully and the
victim like punching, pushing, shoving, kicking, slapping,
tickling, headlocks, inflicting school pranks, teasing, fighting,
or the use of available objects as weapons

B.

Any act that causes damage to a victim’s psyche and/or
emotional wellbeing

C.

Any verbal statement or accusation that causes the victim
undue emotional distress like directing foul language or
profanity at the target, name-calling, tormenting, and
commenting negatively on a victim’s looks, clothes, or body

D.

Cyber-bullying or any bullying done through the use of
technology or any electronic means. The term shall also
include any conduct resulting to harassment, intimidation, or
humiliation, through the use of other forms of technology,
such as, but not limited to texting, email, instant messaging,
chatting, internet, social media, online games, or other
platforms or formats (see Appendix L)

Offenses against Property
7.6.1.46. Vandalism or damage or destruction of College property
or that belonging to any member of the community or
to a visitor while on campus, and tampering with official
announcements on bulletin boards. The student concerned
shall pay for the damage incurred without prejudice to
any other penalty or sanction imposed by the College
7.6.1.47. Stealing, whether attempted or consummated, or
knowingly possessing/receiving stolen goods or property
Private Offenses
7.6.1.48. Unjust enrichment, which exists when a person unjustly
retains a benefit to the loss of another, or when a
person retains money or property of another against
the fundamental principles of justice, equity and good
conscience
7.6.1.49. Harassment,
intimidation,
showing
menace,
and
provocation of any kind, whether or not such act results in
verbal or physical confrontation between students and/or
groups of students on/off- campus or in any social media
platform
7.6.1.50. Gross acts of disrespect in words, gestures, signs, or
deeds that put or tending to put any member of the
faculty, administration, non-teaching personnel, or other
service provider, another student, or a visitor in ridicule
or contempt
7.6.1.51. Wilful disregard
regulations.

of

established

policies,

rules,

and

Reservation Clause
7.6.1.52. Any other act or misconduct similar to all of the foregoing
that may be deemed offensive and inappropriate by the
College; or any such acts as may be determined to be
on the level of major offenses by the Discipline Board,
provided the application is prospective and information
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on the same is disseminated to students through official
memoranda and/or official student publications.
7.6.2. Minor Offenses
A minor offense, which merits any of the sanctions defined in Section
7.8.4, includes the following:
7.6.2.1.

Behavior contrary to the Benildean Expressions of the
Lasallian Core Values

7.6.2.2.

Acts of disrespect and/or discourtesy towards any member
of the Benildean community, including visitors

7.6.2.3.

Intentional disruption of or causing a disturbance to
academic functions or College activities/events on/offcampus

7.6.2.4.

Entering a class in which a student is not officially enrolled
or joining a school function without the permission of
concerned parties or authorities

7.6.2.5.

Littering. Any trash or junk found within a radius of one (1)
foot from a student is considered the trash or junk of that
student and the said student shall be held answerable for
it. The members of every class shall be held responsible
for keeping their classroom free of litter

7.6.2.6.

Entering the campus with an expired temporary pass

7.6.2.7.

Proselytizing, defined as attempting to convert others to
one’s faith by attacking or denigrating the practices and
beliefs of another or by offering special inducements

7.6.2.8.

Violation of College parking/traffic regulations, including
directives issued by the city/barangay, city government,
or local government to keep the traffic in order in the
immediate vicinity or streets adjacent to the College.
Students shall be responsible for informing the person
driving their vehicles of this stipulation

7.6.2.9.

Unauthorized/irresponsible use of College facilities or
property.

7.6.2.10. Eating or drinking in the College theaters, cinema,
laboratories (except for School of Hotel, Restaurant
and Institutional Management laboratories) or in other
designated non-eating areas. For classrooms/auditorium,
in consideration of hygiene and sanitation, eating of
dry food will be allowed, subject to the approval of the
faculty in-charge or the General Administrative Services
Department. Proper waste disposal shall be observed
7.6.2.11. Misbehavior (e.g. jeering, interrupting of performances,
making of obscene or vulgar gestures, etc.) during
intercollegiate activities such as the National Collegiate
Athletic Association games and similar events, provided
such misbehavior does not constitute acts defined under
major offenses
7.6.2.12. Failure to turn over lost and found items to OSB within
three (3) working days.
7.6.2.13. Violation of approved policies, guidelines, rules, and
regulations of the different schools, offices/centers/
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departments, laboratories, the Learning Resource Center,
residence halls or dormitories, which are not classified
under major offenses. It is the organization/office/unit
head’s responsibility to enforce their respective rules and
as such, they are authorized to impose the necessary
penalty on erring students, provided such penalty is
incorporated or integrated in the approved policies
disseminated to students concerned
7.6.2.14. Wearing inappropriate attire inside the campus or any
violation of the dress code, whether program or general,
7.6.2.15. Minor Offenses with prior warnings
Listed below are misdemeanors that are not immediately
counted as a minor offense against a student:
7.6.2.15.1. Wearing inappropriate attire inside the campus or
any violation of the dress code and standards of good
grooming as provided for in Section 2.3.5.7. (See
Appendix M)
7.6.2.15.2. Violation of Program Dress Code Policy.
Please note that repeated violation of the general or program
dress code can lead to minor or major offenses as stated
below:
1st instance - warning
2nd instance - warning
3rd instance - warning
4th instance - minor offense + formation
5th instance - warning
6th instance - warning
7th instance - 2nd minor
8th instance - 1st major offense
7.6.2.15.3. Entering the campus without a Benilde ID.
Please note that repeated Benilde ID violation can lead to
minor or major offenses as stated below:
1st instance - warning
2nd instance - warning
3rd instance - warning
4th instance - minor offense + formation
5th instance - warning
6th instance - warning
7th instance - 2nd minor
8th instance - 1st major offense
7.6.2.16. Reservation Clause. Any other act similar to the
foregoing as may be determined by the College, provided
that it is not applied retroactively. This includes other
acts as may be determined by the OSB Head, provided
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the application is prospective and properly disseminated
to students through official memoranda and/or student
campus publications.
7.7.

Disciplinary Sanctions
The penalty to be imposed for each offense shall depend on the nature
and/ or gravity of the violation. A just and reasonable disciplinary action
shall be rendered for any offense or violation. No cruel or physically
harmful punishment, however, shall be imposed or applied against any
student. It is further provided that no disciplinary sanction shall be
applied upon any student except for cause as defined in this Student
Handbook or in the Manual of Regulations for Private Schools, and only
after due process shall have been observed.

7.7.1. Sanctions for Major Offenses
Any or a combination of the following disciplinary actions for major
offenses may be imposed on the student:
7.7.1.1.
7.7.1.2.
7.7.1.3.

Loss of privileges, such as loss of scholarship/student aid
Probation
Holding of records (that is, the student will not be allowed
access to them).

7.7.1.4.

Revocation of degree previously conferred; nonconferment of degree; deferral or withholding of degree,
diploma, and/or certificate

7.7.1.5.

The three (3) categories of disciplinary administrative
sanctions for serious offenses or violation of school rules
and regulations that may be applied upon erring students
are: suspension, exclusion, and expulsion.
Article XIV, section 77 of the Manual of Regulations for
Private Schools delineate the “Categories of Administrative
Penalties”, thus:

7.7.1.5.1. Suspension
Suspension is a penalty in which the school is allowed to
deny or deprive erring students of attendance in classes for
a period not exceeding 20% of the prescribed class days for
the academic year or term.
Students under disciplinary suspension are considered on
forced leave status and are automatically dropped from the
enrollment list.
The decision of the school on every case involving the
penalty of suspension which exceeds 20% of the prescribed
school days for a school year or term shall be forwarded
to the Commission on Higher Education (CHED) Regional
Office concerned within 10 days from the termination of the
investigation of each case for its information.
A student under investigation of a case involving the penalty
of expulsion may be placed under Preventive Suspension
and barred from entering the school premises, if there is
sufficient basis to believe that the continued stay of the
student during the period of the investigation constitutes a
distraction to the normal operation of the school or poses
a risk or danger to the life or persons and property in the
school (see Section 7.8.5)
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7.7.1.5.2. Exclusion
Exclusion is a penalty in which the school is allowed to
exclude or drop the name of the erring pupil or student from
the school rolls for being undesirable in which case transfer
credentials are immediately issued. A summary investigation
shall have been conducted and no prior approval by the CHED
is required in the imposition of the penalty. The decision of
the school on every case involving the penalty of exclusion
from the rolls together with all the pertinent papers shall,
therefore, be led in the school for a period of one year to
afford the CHED the opportunity to review the case in the
event an appeal is taken by the party concerned.
7.7.1.5.3. Expulsion
Expulsion is an extreme penalty on erring students consisting
of their exclusion from admission to any public or private
school in the Philippines. This requires the prior approval
of the CHED Secretary. The penalty may be imposed for
acts or offenses constituting gross misconduct, dishonesty,
hazing, carrying deadly weapons, immorality, and selling
and/or possession of prohibited drugs such as marijuana.
It is also imposed on students exhibiting drug dependency,
drunkenness, hooliganism, vandalism, forging or tampering
with school records or school forms, and other serious
school offenses such as assaulting other students or school
personnel, instigating illegal strikes, or similar concerted
activities resulting in the disruption of activities. Any other
acts that cause the stoppage of classes or that prevent any
other student or school personnel from entering the school
premises and attending classes or discharging their duties will
also warrant expulsion. The decision of the school on every
case involving the penalty of expulsion together with the
supporting papers shall be forwarded to the CHED Regional
Office concerned within 10 days of the termination of the
investigation of each case.
7.7.1.6.

Other Penalties
Any of the above sanctions, except expulsion or exclusion,
may require a student to undergo OSB’s Discipline Formation
Program, rendition of in-school service, or sanctions which
shall be determined by the Discipline Board, Discipline Panel,
or OSB Head, as the case may be.

7.7.1.7.

Other consequences that may be meted out for major
offenses that may be considered less serious:
A.

Participation in projects or activities that aim to promote
discipline on campus

B.

In-school service, defined as a designated number
of hours of volunteer or service/work to the College.
A student may be offered an opportunity to complete
a specified number of hours of work in lieu of other
sanctions

C.

Compliance with educational requirements such as
completion of specific seminars/workshops required by
OSB
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D.

7.7.1.8.

Any other sanctions that may be deemed appropriate by
the OSB Head/Panel/Board, whichever may decide the
case

Sanctions for Minor Offenses
Any or a combination of the following actions may be imposed
on the student for minor offenses:

7.8.

A.

Verbal or written admonition.

B.

Submission of a letter of apology and/or a written
explanation to all parties concerned

C.

Rendering of service to the College

D.

Attendance in seminars /workshops relevant to the
specific violation

E.

Any other sanctions that may be deemed appropriate by
the OSB Head/Panel/Board, whichever may decide the
case

Procedures in Discipline Cases

7.8.1. Reporting of Major Offenses
7.8.1.1.

A written complaint or report must be submitted to the
OSB within five (5) school days from the date of the
incident complained of. However, this prescriptive period
may be extended at the discretion of the OSB Head for
equitable reasons. In case of circumstances wherein the
identity of the offender or the commission of the offense
cannot be known despite reasonable action, it shall be
counted within five (5) school days upon ascertainment of
the identity or offense Written complaints that fall under
Offenses against Persons and Private Offenses may be
required by the OSB Head to be notarized.

7.8.1.2.

Upon receipt of the written complaint or report, OSB:
A.

Conducts a preliminary investigation.

B.

Sends the concerned student a notice of complaint with
a copy of the written complaint

C.

Requires the student concerned to submit a duly
notarized written response within five (5) school days of
receipt of the notice.

In preparing the response, the student may seek the
assistance of a legal counsel, if desired.
Failure on the part of the student concerned to submit a notarized
response shall be construed as a waiver on the student’s part to present
evidence on his/her behalf, in which case the complaint against the
student shall be decided based on the evidence on record.
Note: If a Deaf student is involved, a sign language interpreter shall
be provided by the School of Deaf Education and Applied Studies in all
case proceedings.
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Student Disciplinary Processes
7.8.2. Procedure for the Discipline Panel
7.8.2.1.

The proceedings in the Discipline Panel may be governed
by rules similar to the disciplinary hearings before the
Discipline Board.

7.8.2.2.

When private interests are involved, the Panel shall first
explore alternative modes of dispute settlement. Only
when there is a failure of mediation or amicable settlement
shall the matter be submitted for arbitration.

7.8.2.3.

As it may deem necessary, the Panel may elevate the case
to the Board for formal adjudication.

7.8.2.4.

In the event that the student refuses to attend the
scheduled conferences, disciplinary action may be
imposed summarily.

7.8.2.5.

In no case shall the Discipline Panel impose a penalty
exceeding 20% of the prescribed number of school days
in a term.

7.8.3. Formal Hearing before the Discipline Board
7.8.3.1.

There are two ways that the Discipline Board may handle
dispositions for major offenses: 1) through a board
hearing; or 2) through summary proceedings.

7.8.3.2.

Due process shall be observed in all student disciplinary
hearings. To satisfy the demands of procedural due
process, the following minimum standards must be met:

7.8.3.3.

A.

Students must be informed in writing of the nature and
cause of the accusation against them

B.

Students shall have the right to answer the charges
against them

C.

Students shall be informed of the evidence against them

D.

Students shall have the right to present evidence on
their behalf

E.

The evidence must be considered by the investigating
committee or official designated by the school authorities
to hear and decide the case

Notice of Hearing

7.8.3.3.1. A notice of hearing shall be served to the respondent
at least three (3) days before the scheduled date
of hearing. The respondent’s failure to file a duly
notarized response within the prescribed period shall
not suspend the proceedings
7.8.3.3.2. The respondent’s refusal to acknowledge the receipt
of the notice and other related documents will be
noted but will not hamper proceedings; neither shall
the respondent’s absence, despite notifications, be
grounds for suspension of proceedings
7.8.3.4.

The Board Hearing

7.8.3.4.1. Board hearings are administrative procedures that
may be summary in nature without the elaborate rules
of evidence and procedures imposed in a court of law.
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Cross-examination, thus, shall not be essential but
clarificatory questions may be raised by the Chairman
and by the members of the Board. The Board shall
ensure that due process is duly satisfied.
7.8.3.4.2. Should the respondent fail to appear at the initial
hearing after due notice and without sufficient cause,
the absence will be noted, the hearing shall proceed
ex parte and the Board shall continue to receive
evidence, if any, for the complainant. In the event
that no additional evidence is submitted, the Board
shall render judgment based on the merits of the
evidence presented and admitted. The respondent
shall be informed in the event that new substantial
evidence, which was not readily available during
the time of investigation, is submitted and shall be
rightfully presented as evidence on their behalf.
7.8.3.4.3. As far as practicable, hearings will be held continually.
Any delay shall not be allowed except for justifiable
reasons as may be determined by the Board. A written
request for the postponement based on justifiable
reasons must be led and approved by the Board
Chairperson through the OSB not less than two (2)
days before the scheduled hearing. Notice in writing
to parties shall be sufficient for this purpose. A written
request for postponement led beyond the prescribed
period shall be considered denied, and the parties
are required to be present for the scheduled hearing.
The Board may continue to hear witnesses in the
absence of the complainant, but at no time shall the
presence of the respondent be dispensed with unless
the respondent fails to appear at hearings despite due
notice.
7.8.3.4.4. During the hearing, the complainant and the
respondent shall be allowed to present their respective
evidence. The complainant shall first present, followed
by the respondent. Witnesses shall testify under oath.
The Board shall proceed to evaluate the evidence
and testimonies after all parties have finished their
presentation.
7.8.3.4.5. The Board Chairperson shall exercise complete
control over the proceedings at all stages, using
every reasonable means to ascertain the facts as
expeditiously and objectively as possible and without
regard to technicalities of law or procedure but always
with regard to due process.
7.8.3.4.6. Should a respondent admit to the charges against him,
he shall be required to execute a written confession
of guilt under oath and be made to appear before
the Board to affirm an admission or a confession. In
such cases, formal proceedings may be dispensed
with and the Board will decide on the appropriate
sanctions, which will be enforced immediately. The
respondent’s voluntary admission of guilt and request
for the discontinuance of the formal proceedings will
be noted on the case records.
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7.8.3.4.7. Regardless of the penalty imposed, the respondent
shall not be admitted to class nor allowed to enroll or
graduate without complying with the requirements of
the Board/OSB.
7.8.3.5.

Decisions
The Board will render a decision within ten (10) working days
or within a reasonable time from the last hearing date. The
written decision will state the facts and reasons for arriving at
such a decision. Copies thereof shall be furnished to all parties
concerned, the Chancellor, the Registrar, and the Student Life
Dean. Copies of the decision and the complaint shall be led
in the respondent’s individual folio and shall constitute part
of his record.

7.8.3.6.

Appeals

7.8.3.6.1. Should the respondent find the decision of the Board
unfavorable, he may file an appeal with the Office of
the Chancellor within five (5) working days of receipt
of the decision. The appeal must state the grounds
and reasons for the appeal. Appeals not led within the
indicated period will render the decision of the Board
final and executory.
The Chancellor may render a decision within ten (10)
working days or within a reasonable time from the
receipt of the appeal.
The Chancellor may convene an ad hoc committee
to evaluate the grounds and concerns raised for the
appeal.
The decision of the Chancellor, when reviewing a case
under this section, is final and not open to appeals.
7.8.3.6.2. Should the Chancellor find the respondent not
responsible of the offense/s, the results will be
recorded accordingly.
7.8.3.7.

Summary Action by the Board
Should the respondents execute a written admission or
confession of guilt, the Board may summarily act upon the
case at hand. Whereupon, the hearing will be terminated as
soon as the respondent gives his/her side and the members
of the Board are through with their clarificatory questions.
Any penalty imposed in summary proceeding is final and
immediately executory unless the Board defers the imposition
of the penalty for meritorious reasons.

7.8.4. Procedure for Minor Offenses
7.8.4.1.

Complaints

7.8.4.1.1. Any member of the Benildean community may file a
complaint, in accordance with Section 7.2.
7.8.4.1.2. College officials and academic personnel shall have
the right to impose appropriate measures in case
of minor offenses or infractions of good discipline
committed in their presence.
7.8.4.1.3. In the event that a written complaint is led, respondents
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shall be given three (3) working days within which
to file their written response. They shall then appear
before the OSB Head for a case conference.
7.8.4.2.

Disposition

7.8.4.2.1. The OSB Head or his/her duly deputized representative
shall hear the matter. If the student is found
responsible, the corresponding sanction may be meted
out, and the violation shall be noted in the Violation
Form and entered in the student’s deportment record.
7.8.4.2.2. Failure or refusal of the student concerned to appear
before the OSB Head or his/her duly deputized
representative despite due notice and without
sufficient cause shall not suspend the investigation
and resolution of the case.
7.8.4.2.3. The decision of the OSB Head or his/her duly deputized
representative shall be enforced upon the issuance of
the order.
7.8.4.2.4. Regardless of the penalty imposed, the student
concerned will not be admitted to class, or their
records will be withheld, if they fail to comply with the
summons and/or requirements of the OSB Head or
the duly deputized representative.
7.8.4.3.

Appeals

7.8.4.3.1. The decision of the OSB Head may be appealed to the
Student Life Associate Dean, while the decision of the
Discipline Panel may be appealed to the Student Life
Dean within a period of five (5) working days upon
receipt of the decision. The appeal shall not delay
the execution of the penalty unless the Dean, in the
exercise of discretion and considering the gravity of
the offense and the circumstances of the complainant,
orders the suspension of the execution of the penalty
until the appealed decision has been resolved.
7.8.4.3.2. Charges shall be expunged from the records and
no sanction shall be served should the Student Life
Associate Dean or Dean find the respondent not guilty.
7.8.5. Preventive Suspension
7.8.5.1.
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The VP-LMSL is granted the special power to suspend, for
a maximum of fifteen (15) days, effective immediately
upon imposition, students apprehended or caught in the
act or positively identified as having directly or indirectly
participated in cases of:
A.

Fistfights, brawls, direct assaults, or any other kind of
physical confrontation with or without arms, whether or
not fraternity or sorority related, on/off-campus

B.

Organizing boycotts or student strikes using force,
coercion, threats, or intimidation to gather participants

C.

Other similar circumstances or offenses where the
continued presence of the offender would disrupt the
normal operations of the College, pose a threat to the
safety of the College community or any of its members,
or cause destruction to College property

7.8.5.2.

Respondents affected by the decision of the VP-LMSL
under Section 7.7.1.5.1 may file with the Office of the
Chancellor a motion for reconsideration within a period of
five (5) working days of its receipt. The motion shall not
delay the execution of the penalty unless the Chancellor—
in the exercise of discretion and in considering the gravity
of the offenses and the circumstances of the case as
well as that of the complainant or respondent—orders
the suspension of the execution of the penalty until the
appealed decision has been resolved.

7.8.5.3.

If no motion for reconsideration is led, the decision shall
become final and executory. Decisions by the Chancellor
on the motion for reconsideration shall also be final and
not open to appeals.

7.8.5.4.

The Chancellor’s actions under Section 7.8.5.2 and the
exercise of such special powers provided for under Section
7.8.5.1 shall not prejudice other disciplinary actions that
may be brought against the same student for the same
incident.

7.8.6. Teacher’s Prerogative on Cases of Cheating
7.8.6.1.

Students caught cheating on major exams (midterms and
finals) and/or major academic requirements may be given
a grade of R by the faculty concerned, as provided under
Section 7.6.1.35.
Students caught cheating on quizzes, seat works, and other
academic activities may be given an outright failing mark on
the particular activity.
In both cases mentioned above, the following must be
observed:
A.

The faculty concerned secures a written admission from
student concerned. SDEAS student may submit their
admission through video and transcription.

B.

The faculty concerned a report to OSB for documentation
and reference purposes within five (5) school days of
knowing or witnessing the incident.

7.8.6.2.

If the student denies the cheating allegation, the faculty
may file a written complaint to OSB together with the
material evidences or written testimony of witnesses,
within five (5) school days of the knowing or witnessing
the incident, if possible.

7.8.6.3.

The student concerned shall at all times be granted the
right to answer the charges against him in writing and
have access to evidence therein.

7.8.6.4.

OSB shall determine if the complaint filed should be
decided upon summarily by the OSB Head or be endorsed
for further investigation to the Discipline Panel/Discipline
Board. The faculty concerned shall then wait for further
advice from OSB.

7.8.6.5.

If the act of cheating on major exams (midterm and
finals) and/or major academic requirements is repeated
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and was admitted, OSB will file the complaint accordingly.
7.8.6.6.

A student who has been found responsible for academic
dishonesty is disqualified from graduating with honors.

7.8.7. Rules Governing the Handling of Discipline Cases Involving
Students of both Benilde and De La Salle University (DLSU)
7.8.7.1.

Expanded Board Hearing
Ordinarily, cases under this section are handled by the Board
of the school to which the respondent belongs. The case,
however, shall be initiated by the discipline/behavior office
that has jurisdiction. The office concerned files the required
reports and refers the case to the Board concerned—without
prejudice to the right of the complainant to le the case in any
forum other than the Board. Both Benilde and DLSU shall
extend full cooperation in serving the required documents
or pleadings, safeguarding of evidence, and facilitating other
measures related to the case.
Cases arising from the same incident that falls under this
section shall be consolidated into one action and led to an
Expanded Board, which will be constituted for this purpose.
The Expanded Board shall be composed of the following:
A.

The Chair, who is the Chair of the Board of the school
with the bigger number of respondents, and the other
as Co-Chair;

B.

One (1) administration representative each from Benilde
and from DLSU;

C.

One (1) faculty representative each from Benilde and
from DLSU; and

D.

One (1) student representative each from Benilde and
from DLSU.

Where the number of respondents from both schools is the
same, the Expanded Board shall be chaired by the Chair of
the Board of the school where the offense was committed. In
other cases not covered by the preceding sub-sections, the
Chair of the Expanded Board shall be determined through a
raffle. The rules of procedure of the Board where the Chair of
the Expanded Board originates shall govern the hearing of the
case. After a decision has been made, the two Boards may
promulgate a joint resolution or proceed to issue separate
resolutions if necessary.
7.9.

Prohibition Against Fraternity- or Sorority-Related Violence

7.9.1. Hazing
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7.9.1.1.

Hazing is defined as any act causing physical injury or
violence to an individual; any affront to personal dignity,
whether or not such an act results in death, insanity, or
psycho-emotional suffering, for the purpose of admission
or maintenance of membership in any organization,
whether recognized or unrecognized, overt or covert.

7.9.1.2.

Individuals involved in hazing or any form of initiation rites

that have caused physical and/or psychological suffering
to individuals shall be liable as one of the following:
7.9.1.2.1. Principals are:
A. Those with full knowledge and direct participation in
the planning of the initiation process.
B. Those who actually participated in the initiation
rites.
C. Those that witnessed the initiation rites and made
no attempt to end such activities.
D. Those who were involved at any stage of the
planning process but were not physically present at
the initiation rites.
7.9.1.2.2. Accomplices are individuals who facilitated the activity
by providing or securing the venue, transportation,
or initiation paraphernalia with full knowledge of their
use or purpose.
7.9.1.2.3. Accessories are those who have knowledge of the
initiation rites and attempted to suppress or cover up
any information relevant to the case.
7.9.1.3.

In all the aforementioned cases, the individuals responsible
as principals, accomplices, or accessories will immediately
be expelled after it has been clearly established that they
have, in fact, been involved in such cases.

7.9.2. Fraternity or Sorority Brawls or Altercations On or Off Campus
7.9.2.1.

Students who initiate or participate in any fraternity/
sorority brawls in the form of physical or verbal altercations
on/off-campus will be immediately expelled as soon as it
has been clearly established that they have, in fact, been
involved in such cases.

7.9.2.2.

Students involved, but not currently enrolled at the time
of the incident, will not be admitted/re-admitted to the
College.

7.9.3. All individuals, including alumni, who have been involved in cases of
fraternity-/sorority-related violence resulting in injury or death shall not be
allowed entry to the College.
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8

Student Grievance
8.1 General Provisions
8.2 Grievance Procedure

SECTION 8
Student Grievance
As an academic community, Benilde adheres to the Christian principle of
dialogue in addressing grievances. A student who has a feeling of resentment
towards any person in authority in the college is, therefore, expected to talk
to the person involved in order to amicably resolve the matter. If all personal
or one-on-one attempts to resolve issues fail, the student may lodge a formal
complaint to the appropriate authority.
8.1.

General Provisions
8.1.1. “Grievance” is defined here as “a formal complaint raised
by a student toward an associate, employed or contracted
by the College, as a result of, but not limited to, a breach of
student-teacher contract, violation of policies and regulations,
harassment, discrimination, and unfair treatment including
possible violations of College policies and regulations”. The
complainant in any grievance procedure is a bona fide student
and the respondent is either a Benilde associate (teaching
or non-teaching) or a non-employee working in the campus
premises (consultants, contractors, concessionaires’ staff, etc).
8.1.2. For assistance in grievance and related concerns, students are
encouraged to approach the Central Student Government or
the Department of Student Life.
8.1.3. A grievance becomes a formal complaint when it is expressed
in writing and is duly signed by the complainant/s. Students’
formal complaints should be filed within the term when the
incident took place. However, if the grievance is against a
faculty member and the students fear that their grade/s may
be affected by their complaint, then it may be filed on the
following term.
8.1.4. Grievance may be classified into two (2) kinds: academic
related grievance (e.g. grades, classroom management,
instruction, etc.) and non-academic related grievance (e.g.
discrimination, unfair treatment, etc.).

8.2.

Grievance Procedure
The following procedures apply in filing formal complaints:
8.2.1. Filing of Academic Related Grievance
8.2.1.1.

If the faculty member concerned is an administrator,
the complaint must be addressed to administrator’s
immediate superior.

8.2.1.2.

If the administrator is a Program Chairperson/
Coordinator, the complaint must be addressed to the
Dean.

8.2.1.3.

If the administrator is a Dean, the complaint must be
addressed to the Vice Chancellor/Vice President.

8.2.1.4.

If the administrator is a Vice Chancellor/Vice President,
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the complaint must be addressed to the Chancellor/
President.
8.2.1.5.

If the administrator is the Chancellor, the complaint
must be addressed to the President.

8.2.1.6.

If the administrator is the President, the complaint
must be addressed to the Board of Trustees.

8.2.1.7.

A dialogue between the student and teaching associate
shall be facilitated in the presence of the latter’s
immediate superior. All means must be exhausted to
resolve the grievance in the most amicable manner.

8.2.1.8.

Should the student wish to appeal the decision of the
teaching associate’s immediate superior, the student
may appeal to the Dean. The Dean, in turn, convenes
an Ad Hoc Committee, the decision of which is final
and executory. A copy of the final decision is forwarded
to the Dean, Human Resource Services (HRS), the
complainant, and the respondent.

If the complainant has reasons to believe that the decision was unfair,
s/he may file an appeal within five (5) school days upon receipt of the
decision.
In cases of students in practicum or on the job training, the
Memorandum of Agreement with external partner should clearly
stipulate provisions in order to protect students from unfair treatment.
8.2.2. Filing of Non-Academic Related Grievance
8.2.2.1.

The student files non-academic related grievance to
HRS.

8.2.2.2.

A dialogue between the student and Benildean Associate
shall be facilitated in the presence of the latter’s
immediate superior. All means must be exhausted to
resolve the grievance in the most amicable manner.

8.2.2.3.

In cases when the complainant still wishes to pursue
a case, the HRS convenes a grievance hearing board.
The grievance hearing board is multi-sectoral in
representation.

8.2.2.4.

The grievance hearing board investigates and decides
on the case. A copy of the decision is forwarded to HRS.
The decision is communicated to both the complainant
and respondent.

8.2.2.5.

Should the student wish to appeal the decision of the
board, the student may appeal to the Chancellor.

8.2.2.6.

The Chancellor may convene an ad hoc committee to
review the merits of the appeal and the decision of the
board. The Chancellor’s decision is final and executory.
A copy of the final decision is forwarded to the Dean/
Director, HRS, complainant, and respondent.

8.2.3. Filing of complaint against associates who may have committed
violations
8.2.3.1.
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As a general rule, all complaints made by students
against associates who have violated the code of

conduct, based on the applicable manuals in effect (e.g.
Staff Manual, Faculty Manual, etc.), are handled by HRD
and shall follow the filing process similar to non-academic
related grievance. Although it follows the same procedure
as grievance cases, violations shall be treated differently
as the penalties for such misconduct are provided in the
manual/s.
8.2.3.2.

Since there are nuances to sexual harassment as stipulated
in Republic Act No. 7877 or the Anti-Sexual Harassment
Act of 1995 (Appendix O) and the CHED Memorandum
Order 1 series of 2015, which elaborate on the policies
and guidelines for higher educational institutions, Benilde
shall follow the policies and guidelines on implementing
the said law as provided for in Appendix P of this Student
Handbook.
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SECTION 9
Student Services and Academic Support
The District, collaborating closely with the commitment of the Institute, has
produced the Lasallian Guiding Principles (LGP), defining the characteristics and
values of a Lasallian School in the Philippines.
9.1.

GENERAL PROVISIONS

9.1.1.

As stipulated in the CHED Memorandum Order No. 9 series of 2013,
student affairs and services are the services and programs in higher
education institutions that are concerned with academic support
experiences of students to attain holistic development. Student affairs
and services include student welfare, student development, and those
that relate to institutional programs and services.

9.1.2.

The Lasallian Mission and Student Life (LMSL) is dedicated to integrating
Lasallian principles of education, formation, and social development into
the Benildean community way of life. It nurtures and cultivates the
distinctive societal mission and ministry of the College, with particular
attention to the Lasallian identity and culture. It contributes to the
development of Benilde towards becoming more faithful to its Mission,
having greater clarity about its Mission in all planning and decisionmaking. LMSL is composed of the following centers/departments:
Department of Student Life, Center for Lasallian Ministry, Center for
Social Action, and Center for Counseling Services.

9.1.3.

The Department of Student Life (DSL)—in close collaboration and
partnership with the academic programs; and guided by the Lasallian
values of faith, zeal for service, and communion in mission—works
towards the holistic development of Benildean-Lasallians. The
department works in collaboration and partnership with internal and
external stakeholders to produce students who are highly engaged;
working towards the common good; and active contributors to nation
building and global society by being critically aware and responsive to
the needs of others, especially the poor.

9.2.

ACADEMIC SUPPORT

9.2.1. Academic Advising
Upon admission to the College, a student is assigned an Academic
Adviser, appointed by their School Dean. The adviser provides the student
academic mentoring, guidance, and referrals to student programs and
services. The student (advisee) meets with his/her adviser to discuss
academic goals, course of study, or any personal concerns related to
his/her academic experience and performance.
9.2.2. Academic Linkages
The Academic Linkages Office (ALO) is responsible for:
A.

Championing and operationalizing internalization efforts guided
by CHED Memorandum Order (CMO) 55 and Benilde’s strategic
direction of inclusion for innovation;

B.

Pursuing and managing international and local partnerships
and linkages that are curriculum-based and that add a global
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dimension to the learning and academic experience of students;
C.

Overseeing and managing internationalization engagements such
as student and faculty mobility, research collaboration, curriculum
recognition.;

D.

Overseeing and managing the academic linkage process:
1.

Exploratory,

2.

Negotiation,

3.

MOU/A Signing,

4.

Implementation & Monitoring,

5.

Documentation & Reporting,

6.

Evaluation & Renewal;

E.

Supporting Deans and Chairpesons in identifying, establishing,
and seeking OVCA and OCA approval of curriculum-based
partnerships with international and local HEIs and non-HEIs;

F.

Adhering to the principles of reciprocity and comity, more than
revenue or fund generation, in establishing international and local,
curriculum-based partnerships;

G.

Ensuring synergy and compliance among stakeholders and support
units when implementing internationalization engagements and
activities.

9.2.3. Bigsky
BigSky is a future-focused Learning Management System (LMS) powered
by Brightspace, which is owned by D2L and distributed by Globe. An
LMS is a powerful web application tool that enables virtual learning and
teaching. The core features of an LMS include, among others, document
management, multiple device access, assessment and testing, and
grading and scoring. These features make it possible for students to
learn anytime and anywhere and for teachers to teach anytime and
anywhere.
Students use the LMS to access and submit course materials and
requirements, respectively. Teachers use BigSky to deliver course
content, manage grades, and monitor submissions. The integration of
BigSky to Benilde’s library systems through WorldCat enables students
and teachers to access rich content (i.e. full text copies of researches
and articles, ebooks, and audiobooks) from the library using their BigSky
accounts and class portals.
9.2.4. Student Tutorial
The Student Learning Center (SLC) is committed to providing academic
support services to students and participating in retention initiatives
related to the students’ academic success. SLC provides free tutorial
and academic-related services through volunteer faculty, peer tutors,
or academic buddies on any requested subject. Students who want to
avail one-on-one or group tutoring sessions (two to four students) may
arrange a schedule with the SLC Coordinator. Computers and learning
spaces may also be utilized for private tutoring, research, consultation,
lecture, training and other academic-related activities.
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9.2.5. Br. Fidelis Leddy Learning Resource Center
The Br. Fidelis Leddy Learning Resource Center
(LRC) is a multimedia library that supports the
unique educational philosophy of the College. Its
resources vary widely in format from conventional
printed materials, such as books and periodicals,
to other forms of stored media, like optical
discs, and electronic/digital materials and online
databases.
LRC has one (1) service area in the Antipolo
Campus and four (4) service areas in the Manila
Campuses: two (2) at the Taft Campus, one (1) at
the AKIC Campus, and One (1) at the SDA Campus.
Guided by the College’s vision-mission, the LRC
seeks to provide relevant learning resources for
the curricular, instructional, informational, and
recreational needs of students and employees.
For more information on LRC resources, facilities,
and services, refer to the “Brother Fidelis Leddy
Learning Resource Center Reference Guide”,
available at LRC service areas. Please also visit
LRC’s online resources website at https://lrc.
benilde.edu.ph/

LRC Reference
Guide

LRC Online Reources
Website

9.2.6. Digital Technology
The Digital Technology Office (DTO) is Benilde’s information system,
infrastructure and communications technology service provider. It aims
to manage all business systems and provide governance of technology
within the institution. Its secondary purpose is to provide technical
guidance, systems consulting, and technology services supporting the
strategic initiatives of the academic institution. Their services include:
9.2.6.1.

Technical Support. DTO aids in the use and management
of technology resources such as computers, peripherals,
networks, e-mail, Internet, intranet, software, and
applications used for administration and learning.

9.2.6.2.

Learning Technology Management and Development.
DTO provides support services, installation, configuration,
and maintenance of computer hardware and software in
computer laboratories and classrooms. DTO also handles
computer laboratory reservations for special events/
seminars and make-up classes.

9.2.6.3.

Computer Software/Hardware Management and
Development. DTO provides installation, configuration,
control, and maintenance of computer software and
hardware.

9.2.6.4.

Network Services. DTO provides computer network
connections (both wired and wireless), server and
network equipment management, information systems
administration, e-mail services, Internet access, and webhosting services.
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9.2.6.5.

Miscellaneous Services. DTO renders other computerrelated services such as printing, scanning, lending of
computer resources, and video conferencing.

9.2.7. Learning and Performance Assessment
9.2.7.1.

The Center for Learning and Performance Assessment
(CLPA) is a responsive, innovative, and leading
service provider of technical expertise on institutional
measurement, assessment, research, and program
evaluation. CLPA evaluates the quality of instruction,
academic programs, and services of the College. It also
periodically assesses the job performance of faculty,
administrators, and personnel—a function handled by
Office of Performance Assessment (OPA). Evaluation
results serve as inputs to decisions when promoting
personnel and maintaining the quality of instruction and
services in the College.

9.2.8. Intellectual Property
9.2.8.1.

The Intellectual Property Management Center (IPMC) is
the institutional office under the Office of the Chancellor
established pursuant to the College’s Intellectual Property
(IP) Policy, approved by the President on May 26,
2015. The IPMC administers the IP Rights Policy and its
implementing rules and regulations; and manages the
development, protection, registration and licensing of all
Benilde intellectual property.

9.2.8.2.

The programs and services of the IPMC can be grouped
into three (3): 1) IP education, which includes the
implementation of programs and activities that aim
to increase awareness on IP policies and advocate IP
rights, in general; 2) IP management, which refers to
the effective and efficient administration of IP policies,
establishing the Benilde IP portfolio, and protecting
Benilde’s intellectual assets through registration and
licensing; and 3) IP commercialization, which is creating
and supporting opportunities for Benildean authors,
creators, and innovators to bring their IPs to market and
benefit public welfare.
The specific programs and services of the IPMC include:

9.2.8.2.1. Trainings & Talks
The IPMC develops IP modules and delivers lectures and
training for faculty, students and associates. From time to
time, subject experts and practitioners are also invited to
speak on special areas of IP. Orientation on the IP Rights
Policy and and its implementing rules and regulartions may
also be required.
9.2.8.2.2. IP Review
The College engages in various activities and transactions
which may result to the creation of Benilde IP; or impact
existing Benilde IP and/or third party IP. The IPMC drafts
and reviews contracts, other legal and business documents,
and written communications to ensure compliance to and
effective implementation of the Benilde IP Rights Policy.
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9.2.8.2.3. IP Clinic
Benildeans can bring their general inquiries on IP to the
IPMC. The IPMC helps evaluate the potential IP in an ongoing
or existing works; and can guide authors, creators and
innovators on the legal requirements and procedures for IP
registration and/or commercialization concerns.
9.2.8.2.4. IP Audit
The IP Audit begins with an IP asset inventory, to develop
a baseline data of the IP owned, used or acquired by the
College. The data will support strategic planning and policy
development and align programs and services.
9.2.8.2.5. IP Registration
The IPMC is in-charge of and is designated as authorized
representative of the College in all applications for trademark
registration of institutional brands, copyright deposit, and
other IP registrations of Benilde IP.
9.2.8.2.6. IP Protection
The IPMC maintains and manages the Benilde IP Portfolio,
and ensures that registered IP are free from unauthorized
use, misuse or infringement. Knowledge of any unauthorized
use, misuse or infringement of Benilde IP may be reported to
the IPMC for appropriate action.
9.2.8.2.7. Technology Transfer & Licensing
The use or appropriation of Benilde IP for any purpose is
subject to the formal approval of the College. All activities
and transactions of the College as an institution or of any
member of the Benilde Community which impacts on Benilde
IP should be consulted with the IPMC.
9.3.

ADMISSION SERVICES
The Admissions Center (AdC) is a student service unit committed to
the recruitment, screening, assessment, and admission of applicants to
various Benilde degree programs.
AdC supports Benilde’s vision-mission by forming linkages with other
offices, units, centers, and institutions to generate support for the
College’s goals and programs. It also produces and disseminates
information and technical know- how to internal stakeholders, assisting
them in making informed plans and decisions. In pursuing its goals, AdC
seeks to be ethical, just, and Christian in ideals.

9.4.

CAREER AND PLACEMENT SERVICES

9.4.1. The Career and Placement Office (CPO) is a career resource center
that provides students and alumni the resources and services to assist them
in career development and exploring employment opportunities. These
resources and services are offered to internal constituents and external
partners for the mutual benefit of prospective employers and the Benildean
community.
9.4.1.1.

Services includes career development programs and
activities, such as Practicum Preparation seminar-
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workshops, career fairs , Professional Life Skills seminar
series, networking activities, Cashflow 101 board games,
information services and placement mentoring

9.5.

9.4.1.2.

The Career Portal is a web-based job search engine and
career information resource site designed for students, onthe-job trainees, graduates, and the College’s corporate
partners. It gives students and alumni opportunity
to explore various options for training, employment,
business, and education. Employers may tap the portal
to source for talents to fit various job requirements. To
access, students may log on to http://apps1.benilde.
edu.ph/careers.

9.4.1.3.

Job/internship bulletin boards. For job seekers, current
job and/or internship requirements are posted on bulletin
boards situated in strategic locations in the College.
Career-related articles and job hunting tips are also
posted.

9.4.1.4.

Placement mentoring services. Students who wish to seek
assistance in finding employment or further education are
encouraged to schedule an appointment or call the office
to avail of this service. Students may send email to
cpo@benilde.edu.ph for this purpose

COMMUNICATION AND MARKETING

9.5.1. Benilde Mail
All official communications for the students are sent via Benilde Mail. It
is the responsibility of the students to regularly monitor and/or respond
these communications.
9.5.2. BeIn Text Blast
Students may register their mobile number to be able to receive SMS
notifications of College announcements.
9.5.3. Center for Institutional Communications
The Center for Institutional Communications (CIC) works to reinforce
Benilde’s image and reputation as an inclusive and innovative
educational institution, and enhances its well-being by fostering
goodwill by ensuring an inspired, well-informed and cohesive internal
community while engaging its external public through creative and
effective communications.
CIC is committed to establishing and sustaining an integrated marketing
and communications approach that promotes the extraordinariness of
Benilde. A creative and innovative work process is undertaken to help
create effective communication and marketing campaigns.
The Center partners with various sectors of the College to provide a
variety of branding and communications services. The teams under CIC
create and manage the content of Benilde’s various communications
channels, administer the use of the Benilde brand, and generate
campaigns to promote the identity of the College to internal and external
publics. The units under this Center are the Branding Advancement and
Communications Advancement.
Branding Advancement proactively advances the Benilde brand by
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providing collaborative creative support and producing marketing
collaterals that are consistent with research-driven branding strategies.
Communications Advancement communicates Benilde’s stories of
inclusion and innovation to our internal and external audiences through
appropriate communication channels, following a strategic IMC plan.
Some helpful links to CIC’s services are as follows:
•
•
•
•
•
•
9.6.

Clearance for print materials (posters.benilde.edu.ph)
NEWSFEED broadcast inclusion (newsfeed.benilde.edu.ph)
Benilde’s logo style and usage guidelines (styleguide.benilde.edu.
ph)
Institutional communications kit guidelines (commkit.benilde.edu.
ph)
Downloadable Communications Kit (commkitfiles.benilde.edu.ph)
De La Salle Philippines Style Guide (dlspstyleguide.benilde.edu.ph)

COUNSELING SERVICES

9.6.1. BENILDE WELL-BEING CENTER (BWC)
In line with the mission of Saint John Baptist De La Salle and Saint
Benilde Romançon, the Benilde Well-Being Center (BWC) was
established to provide relevant services to students and their parents
and faculty and associates in a safe, caring, and nurturing environment
facilitated by registered and licensed counselors, psychologists and
psychometricians through the following means:
•
•
•

Counsel individuals experiencing personal adjustment issues, career
concerns, and/or developmental and/or psychological problems
that require professional attention;
Teach Benildeans to identify and learn life skills that may help them
achieve their educational objectives and life goals; and
Contribute to an academic environment that facilitates well-being.

9.6.2. The center, an integral part of LMSL, envisions Benildeans who are
multicultural, diverse and dynamic individuals with various potentials abilities,
needs, beliefs and values to have a sound psychological well-being through
the following competencies: self-acceptance, positive relations with others,
autonomy, environmental mastery, purpose in life and personal growth.
9.6.3. Programs and Services BWC includes the following:
9.6.3.1.

Information Services: personal inventory, orientation,
Benilde Well-Being Brochure, interviews (initial interview*,
intake interview, exit interview, and pre-admission
interview), testing, referral and linkage, consultation and
collaboration

9.6.3.2.

Counseling services (individual and group): personal
counseling, career counseling, academic counseling, crisis
intervention

9.6.3.3.

Benilde Well-Being programs: Benildean Wellness Program
(seminar for students), Family Life Enhancement Program
(seminar/symposium for the parents and associates),
Kaagapay Volunteers Program, counseling supervision for
graduate students, Deaf Counseling Program

9.6.3.4.

Student clearances (leave of absence, returnees, transfer
credentials, recommendation letters)
*Students are required to meet their respective counselors

119

for their initial interview during their frosh year prior to
enrollment for their second year. The exit interview is
required for students in their final year. These interviews are
requisites for graduation.
9.7.

CULTURE AND ARTS

9.7.1. Office of Culture and Arts
The Office of Culture and Arts (OCA) is committed to the pursuit of
formative and artistic growth in the service of the Benildean community,
the country, and God. It strives to develop programs and initiatives for
the promotion of culture, inclusion and innovation.
It commits to the personal and professional development of its studentartists by mounting performances and productions, producing events,
collaborating with other institutions, facilitating outreach activities, and
participating in local and international competitions.
The six groups under its supervision are Coro San Benildo, Cultural
Promotions Team, Dulaang Filipino, Karilyo, Saint Benilde Romançon
Dance Company, and Stage Production Operations Team.
9.7.2. Center for Campus Art
The Center for Campus Art (CCA) handles the creative direction of
Benilde through the design, curation, administration,and management
of spaces and activities of the College that interface with the public. It
provides creative vision and guidance to our Schools and other members
of the Benildean Community in the design, selection and implementation
of specific projects, productions, outreach programs, performances,
exhibit shows, symposia, partnerships,and tours.
9.8.

ECONOMIC ENTERPRISE DEVELOPMENT

9.8.1. Hub for Innovation for Inclusion
The mission of the Hub of Innovation For Inclusion (HiFi) is to provide
an open environment for curious minds to understand deeply systemic
problems and creatively solve them. The hub then champions the
implementation of such creative solutions.
To creatively solve systemic challenges, HiFi acknowledges that schools
need to connect and collaborate with individuals and organisations from
different sectors, locally and internationally.
HiFi brings together under its roof a cross-pollination of various
disciplinary fields, industries, public and private organisations to create
rich conversations and open up opportunities to partner in championing
innovative solutions.
HiFi provides services to the College but also opens its doors to external
partners through the following platforms:
1.
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Incubation Management through the HomebrewED program
provides incubation opportunities for Benilde students, faculty, and
associates who wish to further develop their ideas and/or projects
and champion its implementation. A Call for Ideas happens twice
every academic year and a cohort of incubated teams are supported
as fellows. Through the Benilde Prize, a national level social
innovation competition, HiFi opens the opportunity for incubation

support to the public within the youth years of 18-35 years old.
The incubation support for both HomebrewED and the Benilde Prize
includes specialised mentoring from both industry and academic
experts, seed funding, co-working space, prototype development or
maker space, startup service provisions, and access to an ecosystem
of change agents and partners. HiFi would like to support you in
developing and championing your inclusive innovation.
2.

Community Management through the ENGAGED: Talks for Social
Good, Coffee Collabs, and IN_PACT Asia Forum, HiFi provides crosssector partners and the academe regular and relevant conversations
and dialogues on social themes and issues, thereby increasing the
influence and work done in the field of inclusive innovations. Our
community has grown to include regional and international partners
who believe in the same vision of building a collective impact

3.

Futures Development is a think-tank and training program that
provides opportunities for the creation of new methods—ways
of thinking and doing—in shaping our preferred futures. The
program provides support and a laboratory for relevant research
and prototype development both for academe and cross-sector
partners. The themes and issues HiFi delves into are anchored on
the Sustainable Development Goals. HiFi ensures multidisciplinary
and multi-stakeholder emphasis in the development and integration
of social innovation work (social enterprise development) and social
design in the appropriate academic programs and relevant social
outreach endeavors of the College.

9.8.2. Advancement Division
The Advancement Division is mandated to lead the institutional programs of the
College in social innovation, business incubation, partnership development,
alumni relations, internationalization and brand advancement. Under the
Advancement Division are the Center for Institutional Communications
(CIC), Center for Campus Art (CCA), and Benilde Marketing Center (BMC).
The Office of the Vice President for Advancement (OVP-Adv) acts as a service
unit that supports the College’s mission through the development and strategic
management of long-term relationships with key partners, both internal
and external. It plans, assists, coordinates, and nurtures relationship and
program in synergy with students, faculty members, Benildean associates,
and alumni in their endeavour for fundraising and resource generation.
The OVP-Adv oversees and manages the Benildean Envoys Program, which
provides scholarships and leadership skills development to selected students.
9.9.

EMERGENCY, SAFETY AND SECURITY
The Center for Emergency Management, Safety, and Security Center for
Emergency Management, Safety, and Security (CEMSS) is the service unit
responsible for ensuring emergency response, safety, and security in the
College. It works closely with strategic partners in the community, other
institutions, and vital government agencies to offer protection services in
and around the three Benilde campuses by implementing international safety
and health standards. CEMSS works to ensure that the Benildean-Lasallian
community is a secured learning environment where diverse social, cultural,
and academic values are allowed to develop and prosper.
CEMSS keeps close tabs on all aspects of security, safety and emergency
responses by operating, among others, a CCTV system, luggage X- ray
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machines, walk through metal detectors, employing K9, ambulance, rescue
vehicle and fire truck. It maintains peace and order while implementing
school policies. The center is also extending security services, safety audit,
and emergency medical services standby for off-campus activities. The
units under this center are as follows: Security Operations Office, Safety
Operations Office, and Emergency Response Management Services.
9.9.1. Campus Parking and Vehicle
Only enrolled students may gain access at the building parking area upon
presentation of a valid parking ticket which can be purchased at the Finance
Department of the respective campuses. Parking ticket prices may vary as
determined by the College.
9.9.2. Emergency Protocol (See appendix Q)
9.10.

ENROLLMENT AND RECORDS SERVICES

9.10.1. The Registrar’s Office (RO) maintains students’ academic records and
other documents relevant to academic residence, ensuring confidentiality
of student records at all times. As the institution’s principal liaison with
the Commission on Higher Education, the Technical Education and Skills
Development Authority, and the Bureau of Immigration, the RO ensures
compliance to and implementation of regulations and standards.
9.11.

LASALLIAN MINISTRY

9.11.1. The Center for Lasallian Ministry (CLM) facilitates the holistic formation
of the Benildean community towards discovering their mission in the
Church. Following the examples of St. John Baptist de La Salle and St.
Benilde Romancon, the center provides for the spiritual nourishment of
the College. It is composed of three (3) offices:
9.11.1.1. Office for Student Accompaniment provides all retreats
and recollections for the students of the College. Students
should participate in one recollection each during their
frosh and sophomore years and an overnight retreat
in their junior or terminal year. These programs are
requirements for graduation. (See Section 6.1.1)
9.11.1.1.1. To address the requirements of our growing student
population, the following recollection schedule is
followed:
•
First term run is for all frosh (block section)
•
Second term run is for sophomores of School of
Design and Arts and the School of Hotel, Restaurant,
and Institution Management
•
Third term run is for sophomores of the Consular and
Diplomatic Afairs degree program and the School of
Management and Information Technology
9.11.1.1.2. Retreats are all year round and may be taken anytime
in the junior and/or terminal year provided the student
has complied with the two recollections.
9.11.1.2. Office for Adult Accompaniment
9.11.1.2.1. The Benildean Associates (adult community members)
are provided with spiritual and Lasallian Formation
Programs.
9.11.1.2.2. Threshold Retreats begins with LAMP (Lasallian
Association, Mission and Principles), introduction of
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the Founder, Saint John Baptist de La Salle, his mission
and spirituality, to the newly hired associates. Then,
after their permanency, it will be followed by AFLAME
(Associated for Lasallian Mission of Education) and
SHINE (Shared Hope in Nurturing Experiences.
9.11.1.2.3. Annual reterats are Lasallian Formation Programs with
their home department or area. Themes for these
retreats are based on the life journey of the Founder,
Saint John Baptist de La Salle. In between retreats,
office/area based prayer groups are developed
and encouraged which are adapted to all faiths and
inspired by the Benildean Expressions.
9.11.1.2.4. Special, Silent and Directed Retreats are also offered
for those associates who may want to experience deep
prayer and reflections. CLM-OAA offers annually four
types of this kind of retreat namely, Advent, Lenten,
Easter and Parmenie Retreats.
9.11.1.3. Office for Worship handles all liturgical ministry in the
College.
9.11.1.3.1. Daily community masses are held at the Taft and AKIC
campuses at 12:10 p.m. and at the SDA Campus at
5:30 p.m every Wednesday and Friday. The Exposition
of the Blessed Sacrament takes place an hour before
the Mass.
9.11.1.3.2. Recollection Masses are usually held at 4:00 p.m. and
are open to the community. Institutional Masses and
other liturgies are celebrated depending on activities
indicated in the academic calendar or as needed by
the College and the various schools/areas.
9.11.1.3.3. This Office offers the Sacraments of Confirmation,
First Communion, Matrimony, Anointing of the Sick,
and Reconciliation.
9.12.

FOOD SERVICES

9.12.1. The student cafeterias at Taft and SDA campuses are serviced by a
concessionaire. The chosen concessionaire is under the jurisdiction of
the Concessionaire Committee headed by the General Administrative
Services Department.
9.12.2. The student cafeteria (Chef’s Station) and Snack Bar at AKIC Campus
are managed by School of Hotel, Restaurant and Institution Management
(SHRIM). Students may also avail of the food services at Cafe Romancon
(Hotel Benilde), Andrew Cafe (Taft Campus), Vatel Restaurant Manila
(Roofdeck, AKIC Campus) and the Osteria Solomon (re-opening in 2020
at the New Benilde Campus), all also managed by SHRIM.
9.13.

FINANCE/PAYMENT RELATED SERVICES

9.13.1. The Finance Department (FD) is committed to safeguarding the
institution’s resources and managing its accounting and financial affairs.
It guarantees that the conduct of these tasks is up to standards set by
the accounting profession and the Lasallian community. Comprising FD
are the following units: Treasury, Student Accounts, Payables, General
Accounts, Budget, Cost Control, and Financial System.
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Payment services include online credit card payment and bills payment
facilities. In addition, with the QMobile system, payment through the
FD cashiers can now be facilitated through appointments and the queue
tickets secured online. Payment counters are open during lunch break
and payment hours are extended during peak enrollment period.
9.14.

GENERAL ADMINISTRATIVE SERVICES

The General Administrative Services Department (GASD) provides support
services to the College. It is composed of four (4) centers namely:
Engineering Center, Center for Logistics and Property Management, Center
for Theater Operations, and Center for Facilities Management. These centers
are directly under the Assistant Vice Chancellor for General Administrative
Services. GASD’s major operations include:
•
•
•
•
•
•
•
•
•
•
9.15.

facilities maintenance;
building and grounds upkeep;
gardening and landscaping;
pest control management;
Reservation of facilities and vehicles;
theater support (lights/sounds and other technical matters)
logistics support (mailing and messengerial services, documents
reproduction through a digital duplicator or risograph, among others)
warehouse and property control;
concessionaire management; and
vehicle fleet management.
HEALTH AND MEDICAL SERVICES

9.15.1. The Health and Medical Services Center (HSMC), consists of
primary medical and dental health facilities, which aims to provide
compassionate healthcare service for the promotion of the general
physical health and well-being of the Benildean community.
It is housed in each of the campuses to provide medical care and
ensure the physical well-being of all Benildeans, attended by a medical
team engaged in the promotion of health awareness, illness prevention
and first aid response.
This center is under the Medical Director, who handles the clinic
operations in all the campuses, and is composed of licensed medical
doctors (retainer physicians) and regular nurses.
9.15.2. HMSC has its location and schedule in three (3) campuses, as follows:
*For Benilde Hotel, CEMSS-EMT Associates stay on duty on Monday
to Saturday, 9:30 p.m. to 7:00 a.m.; and from Sunday, 7:00 a.m. to
Monday, 7:00 a.m.

Taft Clinic
(at the Greenway Square)

Monday to Friday - 7:00 a.m. to 9:30
p.m.
Saturday - 7:00 a.m. to 6:00 p.m.

SDA Clinic
(A303, 3rd Floor SDA Campus)

Monday to Friday - 7:00 a.m. to 9:30
p.m.
Saturday - 7:00 a.m. to 6:00 p.m.

AKIC Clinic
(714, 7th Floor Benilde Hotel)

Monday to Friday - 7:00 a.m. to 9:30
p.m.
Saturday - 7:00 a.m. to 10:00 p.m.
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9.15.3. HSMC programs and services include medical consultations, dispensing
of medicines, first aid treatment, physical and dental exam for frosh,
and treatment of emergency cases.
9.15.4. HMSC coordinates the issuance of medical certifications needed for offcampus local or international trips
9.16.

INFORMATION AND ORIENTATION SERVICES

9.16.1. Interaktiv is the orientation program for incoming Benildeans. The
activity intends to provide the necessary information that a Benildean
student must know in order to help them easily adjust and be familiar
inside the campus. It is also the frosh’s initial exposure to the Benildean
community as they are warmly welcomed by the upper class students
and administrators.
9.16.2. CSBLIFE is a three (3)-unit, institutional requirement for all Benilde
students. The subject aims to prepare and orient the student on the
College’s Philosophy of Learning and its culture and life skills needed in
coping with the challenges of college and various life situations.
The students are expected to participate in different co-curricular and/or
extra-curricular activities within the College. These integrated activities
offer a broad perspective of education and personal growth—that
learning and development go beyond the classrooms; it is targeted not
only at the mind but also the heart and soul; and it must be applied in
their everyday lives.
9.16.3. The Benilde Undergraduate Student Handbook contains institutional
policies and guidelines that affect student life. The handbook is
periodically reviewed by a multi-sectoral committee. It is accessible and
widely disseminated through email and via digital and hard copies.
9.17.

INTERNATIONAL STUDENTS SERVICES

9.17.1. The International Students Unit (ISU) under the Student Involvement
Office provides information and support to international students in order
to foster and facilitate international and cross-cultural experiences. The
unit sponsors various workshops, seminars and activities that focus
on helping international students adapt to the college life in Benilde
and in the Philippines. These development programs include, among
others, supplementary orientation for international students, cultural
trips, country festivals, leadership training and team building camp. The
services also respond to the needs of international students to have a
balanced academic and extra-curricular student life.
9.17.2. The Registrar’s Office is responsible for records and processing of
student visas and special study permits.
9.18.

SOCIAL AND COMMUNITY INVOLVEMENT SERVICES

9.18.1. The Center for Social Action (CSA) advocates for a socially involved
Benildean community. It is inspired by the compassionate responses of
Christ and Saint John Baptist de la Salle to the social issues of their times.
Guided by the Principles of Lasallian Social Development, the center
strives to spark in all Benildeans a compassionate spirit in addressing
contemporary social issues. It aims to heighten social awareness
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and effect social transformation among members of the Benildean
community. CSA works in solidarity with different organizations and
institutions to create a community of socially responsible individuals.
9.18.1.1. Programs
Among CSA’s programs are the following: Alternative
Learning System, Summer of Service, Volunteer Formation,
Community Service, Issue Advocacy, Disaster Response,
Student and Personnel Outreach Assistance, and Partnership
and Community Development
9.18.1.1.1. Community Service Program (CSP) is a social
formation and community engagement where apply
their academic degree in addressing specific needs
of partner communities. CSP is an institutional
requirement as stipulated in the Student Handbook
(See Section 2.3.4). The following students are
required to take CSP:

A.
B.
C.

Transferees who have taken NSTP-01 and NSTP-02
in other institutions
International students
Benilde students with ID-101 and below

9.18.1.1.2. Summer of Service (SOS) is the College’s annual two
(2)-week volunteer program. It is a service-oriented
and learning-oriented volunteer program.
9.18.1.1.3. Service oriented. Volunteers conduct direct community
service work at the grassroots level. Volunteers
are deployed in different parts of the Philippines to
conduct the following:
A.
B.
C.

Tutorials of various subjects (Math, English, Science)
Workshops on dance, visual arts, theater arts, music
Trainings on leadership, culinary arts, computer
literacy, Filipino Sign language

D.

Sports clinic for volleyball, basketball, taekwondo

9.18.1.1.4. Learning-oriented. Volunteers develop a deeper
understanding of social realities through immersion in
communities such as living with foster families for the
duration of their volunteer deployment.
9.18.2.

Center for Service-Learning
All Benildean students undergo service-learning as an integral
part of their learning experience and formation in the College.
Service-learning is embedded in the curriculum of the academic
programs through selected courses. The Center for ServiceLearning’s role is to ensure the integration of meaningful
community service with instruction and reflection to enrich
the learning experience, to teach civil responsibility, and to
strengthen partner communities. The center also handles the
service-learning of exchange students from partner institutions
abroad.

9.18.3.
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National Service Training Program (NSTP)
The National Service Training Program (NSTP) is a unit under
the Academic Extension Program (AEP). It offers NSTP, a non-

academic institutional and a government mandated citizenship
course, in accordance with Republic Act (R.A.) No. 9163 or the
NSTP Act of 2001. It aims at helping students identify ways
to be of service to others and the country, their role in society
as a youth, as a Filipino and as a Benildean-Lasallian. Filipino
students in tertiary level are required to take the course.
9.18.3.1. The students shall choose and complete one of the three
(3) program components of NSTP namely, Civic Welfare
Training Service (CWTS), Literacy Training Service (LTS),
and Reserve Officers Training Corps (ROTC).
CWTS refers to programs or activities “contributory to the
general welfare and the betterment of life for the members of
the community or the enhancement of its facilities, especially
those devoted to improving health, education, environment,
entrepreneurship, safety, recreation and morals of the
citizenry and other social welfare services” (RA 9163).
9.18.3.2. LTS refers to a program “designed to train students to
teach literacy and numeracy skills to school children, outof-school youths, and other segments of society in need
of their services” (RA 9163).
9.18.3.3. ROTC refers to a program “institutionalized under
Sections 38 and 39 of RA 7077 of the Citizen Armed
Forces of the Philippines Reservist Act designed to provide
military training to tertiary-level students to motivate,
train, organize and mobilize them for national defense
preparedness” (RA 9163).
9.18.3.4. To complete NSTP, students shall take NSTP-01 and NSTP02. NSTP-01 is the training component of NSTP and is a
pre-requisite of NSTP-02. NSTP-02, on the other hand, is
the service component of the program wherein students
will render service by directly working with marginalized
sectors in Metro Manila and nearby provinces.
9.19.

SPORTS DEVELOPMENT

9.19.1. The Center for Sports Development (CSD) functions as the support
system that addresses the needs and concerns of the student-athletes.
Through its holistic formation approach, CSD commits to innovation
in sports pedagogy, techniques, and technology by instilling a sense
of social responsibility and community. The CSD personnel serve as
mentors to student-athletes, strengthening in them the Lasallian and
Benildean core values in the areas of competition, challenge, and conflict.
Together with the other offices/centers/departments in the College, CSD
initiates skills training programs and an academic monitoring system
for its students. Ultimately, the center hopes to instill in every studentathlete a winning attitude not only in sports but also in life.
9.20.

STUDENT INVOLVEMENT AND DEVELOPMENT

9.20.1. Through the various recognized and accredited student organizations/
groups, Benilde provides its students with a variety of co- and
extra-curricular activities and programs to maximize their learning,
involvement, and development. Formation and development trainings
are provided to students with special talents and potentials in the
fields of student governance, leadership, arts and culture, journalism,
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athletics, and volunteerism (See Section 10 - Student Involvement and
Development).
9.20.2. The Student Involvement Office (SIO) under the Department of Student
Life aims to enhance and facilitate the professional and socio-cultural
growth and development of students through creative, proactive,
innovative, and excellent approaches and strategies to student activities
and active participation in various leadership-development events
and seminars. Talent and skills enhancement, leadership, characterbuilding, and values-formation are emphasized in the development of
various student organizations/groups, including student governance
organizations, professional student organizations, special interest
student organizations, and volunteer groups. The office takes charge
of welcoming frosh and transferees by providing their first formal
orientation to and socialization with the Benildean community through
Interaktiv (Orientation Program) and UNITE.
SIO, through the Student Activities Unit, screens, recognizes, and
supervises the operations of most student organizations/groups.
It assists in planning, implementing, controlling, monitoring, and
evaluating projects, activities, and financial transactions. All student
leaders are provided the opportunity to grow in their capacity to manage
and lead their organizations, and raise their level of socio-political
consciousness through the various skill building, leadership formation,
and management training workshops and programs facilitated by the
Student Development and Training Unit.
Policies, guidelines, and procedures governing the conduct of student
activities and projects are stipulated in the Student Involvement Manual.
9.20.2.4.1. Services and Programs
The Student Involvement Office implements the following
services and programs: Organizational Evaluation and
Performance Review, Performance Enhancement Programs
(PEP)/Leadership Trainings, technical assistance to project/
activity proposals, and Student Organization Adviser Skills
Enhancement Program.
9.21.

STUDY/LOUNGING SPACES
There are several study and lounging spaces located in the three
campuses such as Greenway Square, SDA Consultation/Study pods and
AKIC Student Lounge at Room 1012. Generator is a safe space provided
for the all-nighters.

9.22.
SERVICES WITH STUDENTS WITH SPECIFIC LEARNING NEEDS
AND PERSONS WITH DISABILITIES
9.22.1. The Center for Inclusive Education (CIE) aims to build a culture of
inclusion in the Benildean community. They offer case management
services and self-help (awareness, coping strategies and techniques)
trainings for students with specific educational needs and persons with
disabilities. Seminars, workshops, and other events on various inclusion
topics are also conducted and assistance through consultation is given
to students who want to do research in the areas of inclusion.
9.22.2. Interpreting Services
In line with the College’s goal to position itself as an inclusive higher
education institution, it is essential that effective access to information
and services are provided to Benildean Deaf students and associates
through quality and ethical sign language interpreting. All activities
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attended by Deaf students and associates as official representatives of
the College should course their interpreting service requests through
the School of Deaf Education and Applied Studies.
9.23.

STUDENT HOUSING AND RESIDENTIAL SERVICES

9.23.1. The Office of Student Residence (OSR) under the Department of Student
Life is tasked with assisting students with dormitory grant in their living
conditions within an environment that will support their educational,
social and personal growth. Housing qualified student artists, athletes,
and select scholars who are on full scholarship, the fully air-conditioned
dormitory facility has 24-hour security, housekeeping services, and fulltime dorm house parents Learning facilities inside the dorm include
free access to Internet and free use of computer units. Fellowships and
celebrations include birthday parties, general assemblies, Christmas
parties, and team building/family days. Formation programs are held
to serve as venues for student residents to develop good study habits,
personal and interpersonal skills, a positive mental attitude, and strong
spiritual Benildean-Lasallian values.
9.24.

STUDENT DISCIPLINE RELATED SERVICES

9.24.1. The Office of Student Behavior (OSB), part of the formation team under
the Department of Student Life, aims to imbue the character of students
with Christian ethics. It seeks to help students grow and develop into
mature, responsible, effective, and worthy citizens of the community.
OSB is also tasked to maintain peace and order in the College, in line
with the institution’s philosophy of discipline. It seeks to create and
maintain a safe and orderly educational environment conducive to
learning.
Specific policies and procedures regarding the implementation of
Benilde’s discipline rules and regulations are stipulated in this Handbook.
9.24.2. Lost and Found
The OSB is the central repository of all lost and found items. See
Appendix N for implementing guidelines.
9.25.

STUDENT PUBLICATIONS AND YEARBOOK

9.25.1. The Student Publications Office (SPO) was established to oversee the
College’s official campus media organizations; train and empower their
members to be effective, responsible, and ethical campus journalists and
well-rounded communicators; and ensure their autonomy as mandated
by the Campus Journalism Act of 1991 (R.A. 7079).
The organizations under the SPO are: the Benildean Press Corps (BPC)
and the Benildean Yearbook Office (BYO). Both organizations are run by
students, guided by administrators under the SPO.
9.25.2. The Benildean Press Corps (BPC) is the College’s official campus
journalism organization. It is committed to publish timely, truthful
and comprehensive news, information and views relevant to the
student body; as well as train and give a platform for its members
and contributors to display their talents in print, digital and broadcast
journalism and communications.
9.25.2.1. Major Publications of the Benildean Press Corps
9.25.2.1.1. The Benildean. The Benildean is the College’s official
student publication. It contains factual, relevant and
in-depth stories, news analyses, opinion, and literary
pieces on issues affecting the Benildean community.
It is the primary venue for the College’s campus
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journalists to improve on, and showcase their work
and journalistic skills.
9.25.2.1.2. Dekunstrukt. The College’s official photography
folio showcases the works of Benilde’s best student
photographers. Harnessing the power of the captured
image, it provides a venue for the College’s student
photographers to express their interpretation of the
world around them.
9.25.2.1.3. Horizons. The College’s official art and design folio
puts the spotlight on Benildean students adept
in graphic design and visual arts. It is a venue for
aspiring artists — graphic designers, illustrators,
painters, filmmakers, to name a few — to show others
how art and design shape the world they live in.
9.25.2.1.4. Shades of Gray. The College’s official literary folio
provides a venue for Benildean students to exhibit
their creative writing talents, and their storytelling
prowess. It strives to create greater awareness of the
power of the stories and the written word in molding
values and in influencing perspectives.
9.25.2.1.5. BPC maintains its news at website www.thebenildean.
org. This site has more news and features stories,
literary and opinion pieces, and exclusive digital
content for the Benildean community. Content is
updated regularly.
9.25.2.1.6. Social media channels. BPC maintains a social media
presence on Facebook (/thebenildean), Twitter (@
theBenildean), Instagram (@theBenildean) and
YouTube (/BenildeanPressCorps). Breaking news,
real-time updates, videos and other digital media
content are posted on these platforms.
9.25.2.2. The Benildean Yearbook Office (BYO) is sole organization
tasked to produce the College’s official yearbook. It
captures timely and timeless memories of the Benildean
student, their journey and aspirations, and showcases the
College’s rich history of innovation and creativity.
It also provides its members a venue for publication-related
activities such as writing and copyediting, layout and graphic
design, photography and videography, graphic illustration,
marketing and public relations, and customer support. Each
section handles a specific task that addresses the needs of
the organization and its patrons.
9.25.2.3. Major Publications of Benildean Yearbook Office
9.25.2.3.1. Ad Astra
The College’s official yearbook archives the memories,
hopes, and dreams of each year’s graduating batch of
students. It contains the graduates’ profiles and photos;
stories of memorable events and activities; and messages
from administrators, mentors, and friends. “Ad Astra”, which
literally means “to the stars”, embodies the aspirations of
Benildean graduates as they blaze to new heights in their
pursuit of excellence in their chosen field.
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Subscription to any edition of Ad Astra is voluntary,
and inclusion therein is not proof of graduation from
the College.
9.25.2.3.2. Embark
Embark is a printed guide for frosh students to help them
in their transition to college life. It is also meant to inform
new student about student life, and the services of the
organization. The publication contains stories, practical
tips and advice, and other important information for new
Benildeans to thrive in their new environment.
9.25.2.3.3. TheAdAstra.Org
Graduating students who wish to subscribe and avail of a
yearbook and graduation photo packages may register at
www.theadastra.org. Subscription period opens at least once
a year; and updates, schedules and announcements are
made through BYO’s social media accounts.
9.25.2.3.4. Social media channels
BYO maintains a social media presence on Facebook (/
benildeanyearbook), Twitter (@theAdAstra) and Instagram
(@theAdAstra). Important updates and announcements,
news, and exclusive digital media content are published on
these platforms.
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10

Student Involvement
and Development
10.1 General Provisions
10.2 Definition and Nature of Student
Organizations/Groups
10.3 Accreditation/Re-Accreditation of
Student Organizations/Groups

SECTION 10
Student Involvement and Development
Inspired by the Lasallian values of faith, zeal for service, and communion in
mission, Benilde provides numerous opportunities for students to engage, serve,
learn, and lead. The College encourages students to pursue their passions and
interests with their fellow students and to develop their leadership and other life
skills. Toward this end, student organizations/groups exist not only to respond to
the right of students to organize but also to facilitate their holistic development.
10.1.

General Provisions

10.1.1. The College recognizes the rights of students to develop themselves
through the formation of organizations. Any group of students may form
an organization and apply for recognition.
10.1.2. The goals and objectives of aspiring organizations should contribute to
the realization of the vision-mission of the College and strengthen its
Lasallian identity.
10.1.3. Students involved in recognized student organizations/groups undergo a
formation experience that is holistic, Lasallian, integrated, transformative
and developmental. The formation of students is directed toward their
human, spiritual, and professional development. Human formation
makes possible the transformation of the individual, beginning with
one’s knowledge of oneself and of others. Spiritual formation facilitates
deepening one’s relationship with oneself, with others, and with God.
Professional formation meets the need for training for a mission and for
providing leadership for communities.
10.1.4. Most of the recognized student organizations/groups, including
the student government, student artist groups, student journalist
organizations, and other student assemblies are under the overall
supervision and regulation of the Department of Student Life (DSL).
Other offices/centers/departments may supervise and regulate student
organizations/groups, such as volunteer/service groups, under their
care, provided they maintain their own guidelines and policies on the
operations of such student organizations/groups.
10.1.5. Recognized student organizations/groups are expected to comply with
College rules and regulations and are granted the privileges of using the
College’s name and the enjoyment of its facilities and resources.
10.1.6. As part of the department’s general supervisory function over student
organizations/groups, it may collect from the various supervising offices
the official list of student organizations and groups allowed to operate,
their list of officers, and their general plans of action for a particular
academic year.
10.1.7. The rules and regulations governing the operations of the student
organizations/groups under the Student Involvement Office (SIO) are
stipulated in the Student Involvement Manual. Other offices/centers/
departments that have student organizations/groups under their care
may have similar manual/s and/or document/s containing their rules
and regulations.
10.1.8. Student assemblies shall have the right to determine policies and
programs governing their activities in accordance with their duly ratified
constitutions and bylaws or their equivalent and subject to the provisions
of the Student Involvement Manual or their supervising offices’ rules
and regulations and this Student Handbook.
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10.1.9. The students shall be represented by their duly elected officers from the
Central Student Government (CSG). Through the CSG and other student
representatives from the various student organizations and groups, the
DSL facilitates and ensures student representation in all relevant school
committees, councils, and task forces in activities on- and off-campus.
10.1.10. Officers of the CSG shall be elected annually by the student body. The
tenure of elected officers shall be one (1) academic year until the next
set of officers are elected and inducted, unless removed from office
or impeached.
10.1.11. Student assemblies are a collective term for the student organizations/
groups, student government, political parties, student artist groups,
student journalist organizations, volunteer groups, and other duly
constituted assemblies of students.
10.1.12. All student organizations/groups are subject to the protocol, policies,
procedures, and requirements of their supervising office/center/
department and of the College for their operations. The conduct
of student activities and events must be properly approved by the
supervising office/center/department.
10.1.13. Student organizations/groups must exhaust all means for promoting
their activities and events, such as through email blasts, bulletin
board posts, and newsfeed and social media posts. All room-to-room
promotions must be approved by the Vice Chancellor for Academics
and may be allowed for institutional and/or school-wide activities.
Academic related activities and events must be endorsed by the
School Dean while non-academic related activities and events must
be endorsed by the Student Life Dean.
10.1.14. Recognized student organizations/groups are each assigned an adviser
to supervise and assist in the conduct of their student activities and
events.
10.1.15. There is a system of accreditation and/or re-accreditation, monitoring,
and evaluation of recognized student organizations/groups.
10.1.16. The DSL is tasked to create an annual Benildean Council of Student
Representatives (Benilde CoRe) to be a coordinating council and a
mechanism for regular feedbacking of student concerns.
10.2.

Definition and Nature of Student Organizations/Groups

10.2.1. Student Organizations/Groups
A student organization/group is defined as a group of undergraduate
students who organize to promote or celebrate a common interest. In
order to become recognized or College-accredited, student organizations/
groups must maintain a minimum membership of at least thirty (30)
currently enrolled students and must comply with all pre-operations
requirements set by their supervising office/center/department.
10.2.2. Central Student Government and Commission on Elections
The Central Student Government is the student body duly organized
and elected at large by the students themselves, with due recognition
and authority from the College and the respective schools, as the
students’ official representatives in matters affecting their welfare
and development. Meanwhile, the Commission on Elections is the
independent body tasked to hold, supervise, and regulate student
elections.
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10.2.2.1. Central and School Student Government
The Central Student Government is the students’ highest governing
representative, exemplifying the Lasallian values of faith, zeal for
service, and communion in mission. It aims to embody the highest
expression of student power and will and seeks to continually develop,
enhance, and serve the College and the through innovative and efficient
services.
10.2.2.1.1.

Deaf Education and Applied
Government (SDEAS-SG)

10.2.2.1.2.

Design and Arts School Student Government (SDA-SG)

10.2.2.1.3.

Hotel, Restaurant, Institution Management School Student
Government (SHRIM-SG)

10.2.2.1.4.

Management and Information Technology School Student
Government (SMIT-SG)

10.2.2.1.5.

School of Diplomacy and Governance Student Government
(SDG-SG)

Studies

School

Student

10.2.2.2. Commission on Elections
The Benilde Commission on Elections (COMELEC) is an
independent body recognized as the legitimate and sole body
to carry out the duties, obligations, and responsibilities in the
conduct of student elections, in accordance with the rules
and regulations set by the SIO and DSL.
10.2.3. College-Accredited Student Organizations
10.2.3.1. Professional Organizations
Professional organizations focus on academic related concerns and
are designed for students who are enrolled or interested in a specific
academic program. Students who want to establish or expand their
network and further their knowledge in a specific major field of studies
are driven towards these organizations. Officers and members of these
organizations usually work in collaboration or in close coordination with
the Program Chairpersons/Coordinators of the various degree programs
in the College.
10.2.3.2. Special Interest Organizations
Special interest organizations focus on specific interests or topics and
are designed for students who are interested to engage in thematic
concerns or who want to hone their skills in a specific area beyond
what is offered in their academic program. Students who want deeper
knowledge and engagement in College-wide, societal, national, or global
issues and concerns or who are keen on enhancing their skills in highly
specialized fields of interest are attracted to these organizations. (See
Appendix T for List of College-Accredited Student Organizations)
10.2.4. Volunteer/Service Groups
Volunteer/service groups are formed under an office/center/department
to fulfill a specific need related to the latter’s programs and services.
With support from the supervising entity, these groups may exist to
help execute or implement the office/center/department’s programs
and services. The student groups under this category are not subject to
same recognition or accreditation process and requirements set by the
DSL and SIO for the other student organizations/groups.
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10.2.4.1. Benildean Student Envoys
The Benildean Student Envoys is a group of professionally
trained students under the Office of the Vice President for
Advancement that is dedicated to support the institution’s
needs in linkages and brand advancement programs.
As ambassadors of the College, the envoys embody the
values of a true Lasallian, which are faith, zeal for service,
and communion in mission. In addition, they exude
professionalism and strive for excellence in everything
they do.
10.2.4.2. Center for Lasallian Ministry-Student Ministers
The Center for Lasallian Ministry-Student Ministers are
Benildean students who are called to assist in the faith
formation of the College through active participation
in worship activities and student retreats recollections.
Such participation is meant to enrich the students in their
spiritual life and instill in them a sense of service to others.
10.2.4.3. Benilde Well-Being Center-Kaagapay Volunteers
Group
The Kaagapay Volunteers Group, a dynamic and creative
support group of the Benilde Well-Being Center, was
organized to help enhance the holistic personal growth
and development of students, specifically in the psychoemotional level. It aims to advocate well-being among
Benildeans by facilitating activities geared towards
developing self-acceptance, personal growth, autonomy,
environmental mastery, positive interpersonal relations
and purpose in life. “Kaagapay”—a Filipino term for “ally”—
connotes friendship, camaraderie, and unity. It speaks of
mutual support, trust, care, and respect that spring from
individuals with the desire to help others become fully
functioning persons on campus and in society.
10.2.4.4. Center for Social Action-Student Volunteers
The CSA-Student Volunteers was organized to develop
students who are critically aware and actively engaged in
social issues. Students who wish to volunteer for CSA may
choose to be involved as:
CSA Core Volunteers are students who commit to volunteer
for an entire year with CSA. After a screening process,
the selected volunteer undergoes a formation program.
They can choose to volunteer in the following areas: a)
Human Rights and Peace; b) Alternative Learning System;
c) Environment and Disaster Preparedness; d) Creatives
and Documentation
Summer of Service (SOS) Volunteers are students who
volunteer for two (2) weeks for the SOS program. After
the application and selection process, they undergo the
required trainings and workshops for SOS. They commit
to do volunteer work for two (2) weeks in different parts
of the Philippines.
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Activity-Based Volunteers are volunteers who sign up and
commit to volunteer for CSA in specific activities such
as relief drives, forums, workshops, etc. They are not
required to undergo formation sessions.
10.2.4.5. International Student Emissaries
The International Student Emissaries is the volunteer arm
of the International Students Unit that aids in implementing
its programs and projects. It assists in providing information
and giving support to fellow international students with the
aim to foster and facilitate international and cross-cultural
experiences.
10.2.4.6. School of Deaf Education and Applied Studies
(SDEAS) - Lasallian Ministry Program for the Deaf
The SDEAS-Lasallian Ministry Program for the Deaf is
composed of Deaf Benildean student volunteers who are
called to be ministers of faith-formation for other SDEAS
students. Their function is to serve as lectors, commentators
or altar servers in daily and institutional Masses. The group
advocates empowerment and equality, exemplifying that in
spite of being Deaf, they are still integral members of the
Christian family, not simply receivers but evangelizers in their
own right
10.2.4.7. SDEAS - Social Responsibility and Outreach Program
The SDEAS-Social Responsibility and Outreach Program is
composed of Deaf Benildean student volunteers who undergo
a series of formation training focused on the development of
social awareness, concern for the environment, and sense of
nationhood and volunteerism, anchored on the principles of
the Lasallian Social Development. The group advocates that
despite their inability to hear they can be of service not only
to the Filipino Deaf community but also to the Filipino society
as a whole..
10.2.4.8. SDEAS - Silent Steps
The SDEAS-Silent Steps is composed of Deaf Benildean
student volunteers in the Performing Arts Group who use
the medium of performing arts to promote awareness on the
capabilities of Deaf individuals. Though they are unable to
hear the music, the vibrations, coupled with the ability to
commit to memory the timing of movements through exact
counting, the Silent Steps performers bring songs to life and
provide their audience with truly memorable and inspiring
performancesto life and provides its audience with truly
memorable and inspiring performances.
10.2.4.9. SDEAS - Deaf Benildean Sports Team
The SDEAS-Deaf Benildean Sports Team is composed of
Deaf Benildean Student Volunteers who undergo training
in various athletic sports. They incorporate a strong
commitment to sports with Benildean values, particularly the
spirit of camaraderie and sportsmanship. It is through their
participation in different competitions that they are able to
advocate that truly “the Deaf can.”
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10.2.4.10.

Student Learning Center-Volunteer Peer Tutors
The Student Learning Center-Volunteer Peer Tutors are
those who expressed willingness to render free tutorial to
their contemporaries. Similar to faculty tutors, student tutors
teach their chosen subjects during their free time. This pool
of student volunteers are composed of scholars or those
belonging to the Dean’s List and are confident with their
knowledge on particular subject matters. They are motivated
to selflessly share their knowledge to their fellow students,
helping them achieve academic success.

10.2.4.11.

SIO-Student Trainers
The pool of Student Trainers, the volunteer arm of the SIO,
helps the office implement its year-long training program. The
group is part of the planning, implementation, and evaluation
stages of the unit’s programs and projects. It assists in the
implementation of the Interaktive (Orientation Program)
and Unite (solidarity/fellowship activity), team building, and
student-development activities.

10.2.4.12. School of Hotel, Restaurant and Institution
Management (SHRIM)-Young Hoteliers Exposition
The SHRIM-Young Hoteliers Exposition spearheads the
conduct of competitions and other related activities through
the school-wide Young Hoteliers Exposition event held every
trimester. The group directly reports to a designated faculty
chairman and to the SHRIM Dean.
10.2.5.

Student Artists Groups
The following are the student artist groups supervised by the
Office of Culture and Arts (OCA).

10.2.5.1. Coro San Benildo
Coro San Benildo (Coro) is the College’s resident choral
group. Their strong sense of showmanship and innovation has
garnered them numerous awards and recognition, including
seven international titles in choral competitions in Asia, North
America and Europe.
10.2.5.2. Dulaang Filipino
Dulaang Filipino (DF) is the College’s resident theater
company. They aim to be at the forefront of promulgating
Philippine culture, tradition, and sensibilities in the college
by staging works of Filipino playwrights and adaptations. The
company develops student-artists through extensive training
in the craft and discipline of acting in order for them to achieve
creative and professional excellence. Through the years, they
have garnered awards and recognitions for their productions
and art initiatives on both local and international platforms.
Their contribution to Philippine Theater is documented in the
Cultural Center of the Philippines’ Encyclopedia of Philippine
Art.
10.2.5.3. Saint Benilde Romançon Dance Company
Saint Benilde Romançon Dance Company (SBRDC) is the
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College’s resident dance company. It is committed to
educating student-artists towards achieving professional
excellence in dance, and ensuring the cultural enrichment
and development of its audience. The company focuses it
efforts in presenting relevant dance performances in the
college, and on a global platform. They have garnered
awards in competitions and festivals in Asia, Europe, and
North America.
10.2.5.4. Stage Production Operations Team
Stage Production Operations Team (SPOT) is trained to
oversee and provide technical support to all productions
mounted by the OCA student artist groups and other
organizations/groups. Divisions include production and stage
management, production design, technical direction, and
property management.
10.2.5.5. Karilyo
Karilyo is a student-artist group which aspires to popularize
shadow play as a Filipino art form. Karilyo has collaborated
with different artist groups here in the Philippines, such as
Tanghalang Pilipino and Anino Shadowplay Collective. The
artist group has also conducted outreach workshops and
performances to different institutions and foundations.
10.2.5.6. Cultural Promotions Team
Cultural Promotions Team (CPT) is the OCA’s marketing
and media arm. Fueled by passion, CPT strives to promote
cultural awareness to the Benildean community by being
socially relevant, thinking, and responsible student-artists.
The organization also seeks to support their fellow artists in
their respective crafts by allowing them to exercise it and
share it with the greater public. Their marketing and publicity
campaigns have won them Awards of Excellence in the
Philippine Student Quill Awards.
10.2.6.

Student Journalists
The following are the student journalist organizations
supervised by the Student Publications Office (SPO).

10.2.6.1. Benildean Press Corps
The Benildean Press Corps (BPC) is the College’s official
campus journalism organization. It is committed to publish
timely, truthful and comprehensive news, information and
views relevant to the student body; as well as train and
give a platform for its members and contributors to display
their talents in print, digital and broadcast journalism and
communications. Guided by the provisions of the Campus
Journalism Act of 1991 (RA 7079), it aspires to be the
benchmark for free, autonomous, innovative, ethical,
and responsible campus journalism organizations in the
Philippines.
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10.2.6.2. Benildean Yearbook Office
The Benildean Yearbook Office (BYO) is sole organization
tasked to produce the College’s official yearbook. It captures
timely and timeless memories of the Benildean student,
their journey and aspirations, and showcases the College’s
rich history of innovation and creativity. It also provides
its members a venue for publication-related activities such
as writing and copyediting, layout and graphic design,
photography and videography, graphic illustration, marketing
and public relations, and customer support.
10.2.7.

Athletic Teams
The Benildean athletic teams, bearing the banner “Blazers”,
compete in the major sports and athletic tournaments,
including:
National Collegiate Athletic Association (NCAA)
Being the oldest sports organization in the country participated
by ten (10) schools, the NCAA has a strong sports program from
the grass roots level and serves as the feeder to the National
Sports Association. The NCAA desires to produce world- class
athletes that represent the country in international sports
competitions. The NCAA strongly promotes sportsmanship,
camaraderie, and fair play all throughout. Winning is the
goal for the competitors but it is the relationships built and
the characters formed that can be considered as the greatest
achievements that these athletes will be encountered. Currently,
the NCAA is composed of following member schools, namely
Arellano University, De La Salle-College of Saint Benilde,
Colegio de San Juan de Letran, Emilio Aguinaldo College,
Jose Rizal University, Lyceum of the Philippines University,
Mapua University, San Sebastian College-Recoletos, San Beda
University, and University of Perpetual Help System-Dalta.
Philippine University Games (UNIGAMES)
A national sports competition participated by various colleges
and universities all over the country, the UNIGAMES was
envisioned by its late founder, Br. Rolando Dizon FSC, to bring
together the best and the finest collegiate athletes in the
country representing their respective universities and colleges.
In the spirit of fair play, goodwill, and friendship, the UNIGAMES
continues to discover and develop potential national athletes
through its top-caliber competition.
The following are the athletic teams supervised by the Center
for Sports Development:

10.2.7.1. Arnis
10.2.7.2. Athletics-Men
10.2.7.3. Badminton-Men
10.2.7.4. Badminton-Women
10.2.7.5. Basketball-Men
10.2.7.6. Basketball-Women
10.2.7.7. Beach Volleyball-Men
10.2.7.8. Beach Volleyball-Women
10.2.7.9. Chess
10.2.7.10. Fencing
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10.2.7.11.
10.2.7.12.
10.2.7.13.
10.2.7.14.
10.2.7.15.
10.2.7.16.
10.2.7.17.
10.2.7.18.
10.2.7.19.
10.2.7.20.
10.2.7.21.
10.2.7.22.
10.2.7.23.
10.2.7.24.
10.2.7.25.
10.3.

Football-Men
Lawn Tennis-Men
Lawn Tennis-Women
Pep Squad
Soft Tennis - Men
Soft Tennis - Women
Swimming - Men
Swimming - Women
Table Tennis - Men
Table Tennis - Women
Taekwondo - Men
Taekwondo - Women
Ultimate Frisbee
Volleyball - Men
Volleyball - Women

Accrediting/Re-Accreditation of Student Organizations/Groups

10.3.1.

Definition of Terms

10.3.1.1. Accreditation/Re-accreditation is a process of validation/
re-validation in which recognized/aspiring student
organizations/groups are evaluated. The criteria, process,
and standards for this process are set by the SIO.
10.3.1.2. Status of Accreditation/Re-accreditation
10.3.1.2.1. Probationary
This status is given to existing student organizations/groups
that have successfully applied for re-accreditation and gained
accreditation points between 60 to 79 points. Probationary
student organizations/groups enjoy the same full privileges
and benefits granted to recognized and accredited student
organizations/groups. However, they only receive 50% of
the allotted operational budget for recognized and accredited
student organizations/groups.
10.3.1.2.2. Suspended
Student organizations/groups that fail to reach 60
accreditation points upon evaluation at the end of the
academic year and who have been on probationary status
for two (2) consecutive years will be suspended. Suspended
student organizations/groups are not allowed to operate,
conduct or implement any activity or event, use the name of
the student organization/group by any means, or represent
the College in any form or manner. However, they may be
allowed to apply for recognition after one (1) year of hiatus
provided they have complied with all requirements for reaccreditation. A suspended student organization/group must
send a letter of intent for re-accreditation.
10.3.1.2.3. Dissolved
Dissolved student organizations/groups are those that have
been meted suspension for two (2) consecutive academic
years. They will no longer be allowed to operate, conduct
or implement any activity or event, use the name of the
student organization/group by any means, or represent the
College in any form or manner. Once dissolved, the name of
the organization/group can no longer be used or revived. If,

141

in the future, a group of students aims to establish a student
organization/group with the same/similar objective as a
dissolved one, a different name should be used.
10.3.2. Procedure and Requirements for Accreditation of Aspiring
Student Organizations/Groups
The nature of an aspiring student organizations/groups should not be
the same/similar to that of an existing student group/organization.
The processing of applications for aspiring student organizations/group
take place during the second trimester of every academic year. Student
organizations must submit the following documents on the schedule set
by the DSL-SIO:
10.3.2.1. A letter of intent and a copy of the approved constitution
and bylaws of the student organization/group duly signed
by the incoming/ founding set of officers;
10.3.2.2. SIO Student Leader’s Profile Forms with Office of Student
Behavior clearances and Registrar’s Office certification of
minimum CGPA requirements for officers;
10.3.2.3. Organization Adviser’s Profile Form and Contract; and
10.3.2.4. General framework plan for the first trimester calendar of
the following school year
10.3.3. Procedure for Accreditation
10.3.4. The applicant must submit the complete requirements to
the Coordinator for Student Activities. The Coordinator then
forwards the documents to the members of the Benilde
Committee on Student Involvement (BCSI) for review and
deliberation.
10.3.5. The BCSI is composed of student leaders who are currently
affiliated to SIO-accredited organizations of the current school
year. It is led by the Chairperson who is duly elected by the
Cluster Representatives. The student organization clusters
are represented in the committee by at least two (2) Student
Leaders from SDA, SMIT, SHRIM, SDG, SDEAS, Special
Interest, Volunteer, and Governance groups.
10.3.6. First deliberation. The BCSI convenes to review the
requirements; interview the Executive Board of the aspiring
organization; and provide suggestions or recommendations to
the Executive Board for the revision and improvement of their
constitution, bylaws, and general plans. The entire Executive
Board must be present for this purpose. The officers are
expected to be well-versed in their constitution, bylaws, and
general plans.
10.3.7. The applicant submits the revised documents on the agreed
upon date.
10.3.8. Second deliberation. The BCSI endorses/does not endorse
for final approval the application to the SIO Head. The BCSI,
through the Coordinator of Student Activities, forwards to the
applicant its written decision.
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10.3.9.

Awards and Recognition Program

The Gawad Benildyano aims to promote and build a culture of meritocracy
and excellence in the Benildean community by recognizing exemplary
student contributions, accomplishments, projects, and involvement in
co- and extra- curricular activities. It awards major and meritorious
recognition to students and student groups in the fields of leadership,
volunteerism, sports, arts, and campus journalism.
The criteria, procedures and timeline are released by the DSL and
appropriately communicated to the community.

143

APPENDICES
A • Implementing Guidelines on Local Off-Campus Activities and
International Education Trips

B • Procedures for Securing Temporary Gate Pass and
Replacing Lost / Damaged ID

C • Bridging Term Guidelines
D • Tuition and Fees Description
E • Guidelines on Service Hours
F • Implementing Rules and Regulations on Handling Deadly Weapons
G • Information Network (Infonet) Policies, Conditions for Use, and
Code of Practice for Appropriate Use

H • Implementing Guidelines on Mandatory Random Drug Testing
I • CMO No. 18 Series of 2018 - THE IMPLEMENTING GUIDELINES
FOR THE CONDUCT OF DRUG TESTING OF STUDENTS IN ALL
HIGHER EDUCATION INSTITUTIONS

J • Republic Act No. 11053 - Anti-Hazing Act of 2018
K • CMO No. 4 Series of 1995 - PREVENTIVE MEASURES AGAINST
VIOLENCE AND SANCTIONS ON FRATERNITIES AND
OTHER STUDENT ORGANIZATIONS

L • Anti-Bullying Policy
M • General Dress Code Policy
M-1 • SHRIM Student Dress Code and Grooming Policy
M-2 • SDEAS, SDG, and SMIT Student Dress Code
M-3 • Dress Code for Special Occasions or Gatherings and
Other School- or College-Sponsored Activities

N • Guidelines for Lost and Found Items
O • Republic Act No. 7877 - Anti-Sexual Harassment Act of 1995
P • Policies and Guidelines on Implementing the
Anti-Sexual Harassment Act of 1995

Q • General Guidelines on Safety and Security
R • Emergency Directory
S • Benilde Directory
T • Recognized and Accredited Student Organizations/Groups
U • Glossary of Terms

APPENDIX A
Implementing Guidelines on Local Off-Campus
Activities and International Educational Trips
I.

INTRODUCTION

The De La Salle-College of Saint Benilde committed in its vision-mission to
be at the “forefront of innovative education” recognizes the importance of
providing students with various learning opportunities and to create and sustain
an adequate and integrated system of education relevant to the needs of the
people and society. In the process, generating global awareness and providing
the experience can help form Benildeans in becoming world-ready.
II.

SCOPE AND COVERAGE

This policy covers all local off-campus activities and international educational
trips organized by the academic departments as part of the curricular programs
(credit or non-credit bearing), non-curricular (co and extra-curricular) programs
initiated by student life and support services for undergraduate and graduate
students including the Benildean Associates who serve as adult companions and
or mentors/coaches in these activities.
As defined in the CMOs, the activities shall include but not limited to the following:
2.1.

Curricular (credit bearing or non-credit bearing)

2.1.1.

Visits to reputable firms of government sites and other areas identified
by the concerned local government units (LGUs) safe for students

2.1.2.

Culture and arts related activities such as visits to museums, cultural
sites, landmarks and other related venues

2.1.3.

Plant industry visit, host training establishment visit, and other
related visits

2.1.4.

Participation and/or attendance in degree program-relevant events

2.1.5.

Field Study/Experiential Learning/Service-Learning/Related Learning
Experience

2.2.
Non-curricular
2.2.1. mission-based activities
2.2.2. conventions, seminars, conferences, symposiums, trainings and
teambuildings
2.2.3. volunteers work including peer helper programs, relief operations,
community outreach and immersion
2.2.4. advocacy projects and campaigns
2.2.5. participation in sports activities
2.2.6. activities initiated by recognized various student groups
2.2.7. inter school competitions/tournaments
2.2.8. culture and arts performances and competition
III.

PURPOSE/RATIONALE

Benilde would like to rationalize the conduct of curricular and non-curricular
activities in the College and provide an effective mechanism that would ensure
the academic integrity of all student activities, manage the cost associated to
these activities, ensure safety and security of the members of the Benildean
community.
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IV.

OBJECTIVES

As re stated in the CMO 63, s. 2017 and 26, s. 2015, the following policy and
guidelines aim to rationalize the conduct of local and international off-campus/
educational tours and field trips in order to develop the holistic experience of
students and to provide:

V.

1.

Access to efficient and interactive learning for students through
meaningful off-campus activities as part of their program requirement
embodied in the approved curriculum.

2.

Quality off-campus activities necessary to the acquisition of relevant
knowledge, skills and values.

3.

Provide quality International Educational Trips relevant to the
acquisition of the necessary knowledge, skills and values for student

4.

Mechanisms to exercise due diligence prior, during and after the
activities for safety and welfare of the students and the Benildean
associates.

5.

Mechanisms for the implementation of parallel activities to those
students who will not be participating in the activity

6.

Promote understanding of culture and working environment in different
areas and/or countries

DEFINITION OF TERMS

For purposes of this policy/guideline, it has adopted the CMOs definition for the
terms used:
Adult Companion/Associate – refer to a faculty, administrator, regular or
contractual (e.g. coaches/trainers) associate connected t Benilde. [designated
by the College]
Approved curriculum - refers to the curriculum duly approved by the HEI and
duly noted by the CHED regional office.
Center of Excellence (COE) – refer to a designation granted by the Commission
on Higher Education in recognition of a unit’s exemplary performance in its
teaching, research and extension functions.
Center of Development (COD) – refers to a designation granted by the
Commission on Higher Education in recognition of a unit’s evident above average
in teaching, research, and extension functions.
Curricular activities - are required off-campus activities (local and/or
international) and are integral part of the instructional program. Such activities
may be credit-bearing or non-credit bearing.
Co-curricular - refer to activities, programs that are organized by recognized
student groups aimed to complement learning and the academic curriculum.
Educational Tour – refer to off-campus learning activities involving mobility of
students with the supervision of authorized personnel outside the premises of
the institution which lasts for more than one (1) day and involves relatively more
places of destination than a field trip in accordance with specific degree program
requirements.
Emergency – a serious, unexpected and often dangerous situation requiring
immediate action such as situations related to illness, lockdown, and death.
Field Trip – refer to off-campus learning activities involving mobility of students
with the supervision of authorized personnel outside the premises of the
institution but is of relatively shorter duration usually lasting for only one (1) day
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and with fewer places of destination.
Field Study/Experiential Learning/Related Learning Experience - refer to
off-campus activities which are congruent to the learning outcomes of the course
in terms of time and context. These activities require substantial off-campus
learning as curriculum delivery.
Institution - refers to the HEI where the student is enrolled or where the
personnel is employed.
International Educational Trip - an extended educational activity in which the
students will comply the required learning outcome in the approved curriculum
involving the travel outside the Philippines.
Level II Re- Accreditation – Programs which have at least been granted initial
accredited status by accrediting bodies; for programs which have been granted
initial accreditation after a formal survey by the accrediting agency and duly
certified by the accreditation federation/network, effective for a period of three
or five years based on the appraisal of the accrediting agency
Level I Accreditation - Programs which have been granted initial accreditation
after a formal survey by the accrediting agency and duly certified by the
accreditation federation/network, effective for a period of three years based on
the appraisal of the accrediting agency
Non-curricular activities - refer to off-campus activities that are considered as
non-curricular or non-program based activities, among others, and are left to the
discretion of the concerned HEI for the strategies of implementation as long as
the safety and security of the students are duly ensured.
Off-campus activities - refer to activities which include all authorized HEI
curricular and non-curricular activities undertaken outside the premises of the
institution.
VI.
6.1.

POLICY STATEMENT
GENERAL PROVISIONS
6.1.1.

All local off-campus/international educational trip should at all
times comply with the curricular and non-curricular requirements
set by the De La Salle-College of Saint Benilde. Approval from the
respective Vice Chancellor/President must always be secured.

6.1.2.

Curricular (credit-bearing and non-credit bearing) activities/trips
should comply with CHED required documentation/reports.

6.1.3.

Participation in off-campus activities that would incur additional
cost on the part of the students is considered an optional activity.
Hence, a parallel program should be developed for non-participating
students.

6.1.4.

In particular, only currently enrolled students or students in
residence may qualify to join the local off-campus/international
trip. AWOL and LOA students are disqualified from participating in
any off campus activity.

6.1.4.1.

In situations during competitions, where there is lack
of participants or members of the group, organizer may
invite alumni subject to the approval of the Vice President
and is subjected to specific terms and conditions related
to safety and security.

6.1.5.

Participating students should secure a medical clearance before
joining the local off-campus/international trip.

6.1.6.

Parents/guardians are appropriately informed about the details of
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the off-campus/international trip such as the rationale, learning
objectives, itinerary, cost and contact details of adult companion/s.
6.1.7.

The duration for the off campus trip is determined by the objectives
and the program. In general, the maximum days (including days for
travel and extra days for recreation and personal activities) alloted
in the off campus trip is as follows:

6.1.7.1.

Local destination is 3 to 5 days

6.1.7.2.

Asian destination is 4 to 7 days

6.1.7.3.

Other International destination is 8 to 15 days

6.1.8.

Any local and or international off-campus activity must have a
designated adult companion who is competent and experienced in
handling off campus activities.

6.1.9.

The organizers must conduct a Pre-departure Orientation that
details the objectives, itinerary, protocols and medical/health
consideration of the students.

6.1.10.

The logistical requirements of the trips are coordinated with the
Purchasing Center and an accredited travel agency.

6.1.11.

The local/international off-campus should not substitute or be a
part of a final and midterm examinations

6.1.12.

All minors should secure a DSWD Travel clearance for international
educational trips.

6.1.13.

Learners with specific needs needs such as Persons with Disabilities
(PWDs) shall be given due consideration.

6.1.14.

In cases of academic classes that will be affected of the local/
international trip, it is the responsibility of the students to inform
respective teachers and make necessary arrangements. Approved
Absence Form may be filed subject to the approval of the organizer.

6.1.15.

Participating students and associates should conduct themselves
befitting of a Benildean-Lasallian and shall adhere to the provisions
of the Benilde Undergraduate and Graduate Student Handbook and
other related manuals in effect.

6.2.

SPECIFIC GUIDELINES AND REQUIREMENTS

6.2.1. Preparatory Activity/Program Approval
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6.2.1.1.

Curriculum and Mission-Vision. The local and international
off-campus activity must be in accordance with the
approved curriculum and the College’s mission-vision.

6.2.1.2.

All curricular (credit or non credit bearing) activity must
be reviewed by the Program Chair, endorsed by the
Associate Dean and/or School Dean and approved by
the Vice Chancellor for Academics at least 60 working
days prior to the conduct of the activity whether local or
international.

6.2.1.3.

All non-curricular (extra and co-curricular) activity must
be reviewed by the Heads/Coordinator, endorsed by the
Student Life Dean or its Associate/Director and approved
by the respective Vice President/President at least 30
working days prior to the conduct of the activity. In
the case of co-curricular activity, the proposal must be
endorsed by the respective program chair.

6.2.1.4.

The organizer accomplishes the Off Campus Activity
Proposal (OC Form1) for the needed activity details.

6.2.1.5.

Annual summary list (and proposal) of proposed curricular
trips are submitted to the Office of the Vice Chancellor for
Academics during the 10th week of the 3rd term prior to
the applicable academic year for reference purposes.

6.2.2. CHED Required Submission
6.2.2.1.

All local/international curricular (credit bearing/non-credit
bearing) off-campus activities are submitted by the RO to
CHED 30 calendar days before the start of the academic
year of its implementation.

6.2.2.2.

The College shall submit the CHED required forms for all
local curricular (credit bearing) activities:

6.2.2.2.1. Certificate of Compliance. This form should be
notarized, certified by the program, endorsed by the
School Dean, approved by the Vice Chancellor for
Academics stating that all the requirements have been
prepared and duly complied with using the prescribed
template shall be submitted to the CHEDRO fifteen
days (15) before the conduct of the activity.
6.2.2.2.2. Report of Compliance. This form must be certified
correct by the program, reviewed by the Dean, and
approved by the Vice Chancellor for Academics listing
all the activities and the corresponding compliance
using the prescribed template shall be submitted to
the CHEDRO fifteen (15) days before the activity.
Programs that are awarded Autonomous, Deregulated,
Centers of Excellence/Centers of Development, or
Level II accredited programs shall be exempted from
submitting the Report of Compliance.
6.2.2.2.3. Comprehensive Term Report. A term comprehensive
report shall be submitted to CHEDRO at the end of
the term of the conduct of the educational tour and
field trip using the prescribed template. A designated
associate from the Office of the Vice Chancellor for
Academics is in charge of accomplishing this report
in coordination with the respective programs/Schools.
6.2.2.3.

Non-curricular off-campus activity are exempted from
submitting the CHED forms but should comply with set
institution-required documents to ensure safety and
security of the participants.

6.2.3. Undergraduate and Graduate Student Handbook
6.2.3.1.

The general requirements and guidelines on off campus
are stipulated in the respective manuals for the
undergraduate and graduate students.

6.2.3.2.

Implementing guidelines are regularly blasted through
Benilde Student Mailing List.

6.2.4. Parent/Guardian Consent
6.2.4.1.

Participating undergraduate students are required to
submit a written and duly notarized/subscribed consent
of the parents or guardian.
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6.2.5. Issuance of Medical Clearance
6.2.5.1.

The organizers forwards the names of participating
students in the off-campus activity to the Clinic and asks
the students to secure an Off-campus Medical Form (Preparticipation Form). Nurse on duty (NOD) instructs the
student to accomplish the form

6.2.5.2.

First page, Medical History, to be signed by his/her parent/
guardian or Subject Coordinator (only in extreme cases).

6.2.5.3.

Second page, Physical Examination, will be accomplished
by his/her private/ Family Physician

6.2.5.4.

The pre-participation medical examination must be done
at least 3 weeks prior to the departure date to give the
students enough time to secure a specialist clearance, if
needed.

6.2.5.5.

For Local and International Tours of SHRIM Course,
students must provide medical certificate from private
physician or at any DOH-accredited health facility
•

3 photocopies for the following: Students-original and
photocopy, Clinic and Student Organization/Travel and
Tours

•

Student submits the accomplished Medical Clearance
to the clinic for re-evaluation and signature of the
Physician on duty (POD).

6.2.5.6.

All signed Off Campus Medical Evaluations are valid for
1 year.

6.2.5.7.

Students with medical findings are referred to specialist
for medical clearance. Medical Certificate of students with
medical findings such as in: Cardiology, Pulmonology,
Psychiatric and other medical conditions are valid for 3
months only.

6.2.6. Adult Companion

150

6.2.6.1.

All local and international off-campus activities must have
one (1) adult companion for every twenty (20) students.
In cases of competition, there will be one (1) adult for
logistics and one (1) for technical training and coaching
subject to the approval of Vice President in charge.

6.2.6.2.

For local and international off-campus activities without
travel operators must have one adult companion to serve
as tour/travel coordinator/guide for every ten to fifteen
(10-15) students.

6.2.6.3.

Designation and assignment of adult companion is subject
to the criteria set by each program/office and should
be oriented or trained on basic first aid and emergency
response. Faculty on service leave may be allowed to join
if they volunteer.

6.2.6.4.

Submit a signed adult companion conforme form that
details their roles and responsibilities before, during and
after the local off-campus/international trip.

6.2.6.5.

Accompany the students from the time they assemble up
to debriefing.

6.2.6.6.

Ensure the provision of the allowable seating capacity of
the vehicle/s used.

6.2.6.7.

Ensure that program of activities is properly followed
as approved and planned. Any major deviation must be
cleared with the immediate supervisor.

6.2.6.8.

Note that interpreter or carrier are not considered adult
companion.

6.2.7. Insurance
6.2.7.1.

The organizer should provide additional travel insurance
for students and associates participating in the off-campus
particularly local or international off campus trips.

6.2.7.2.

The College’s insurance policy covers accident and life
insurance.

6.2.8. Transportation and Travel/Tour Operator
6.2.8.1.

A common transportation shall be provided by the
organizer and must be coordinated with the General
Administrative Services Department.

6.2.8.2.

For Benilde-owned vehicles it is the responsibility of
GASD to make sure there is an updated/valid documents
pertaining to registration, insurance coverage, driver’s
license, assurance of roadworthiness.

6.2.8.3.

Should the vehicle be subcontracted, it is the responsibility
of the Purchasing Center to ensure that the third party
is compliant with the minimum requirement as stipulated
in the CMO

6.2.8.3.1. Franchisee - certification from LTFRB for the validity
of the franchise of the proposed operator and special
permit from LTFRB if transportation is out of line,
updated/valid documents pertaining to registration,
insurance coverage, driver’s license, assurance or
roadworthiness.
6.2.8.3.2. Travel and Tour Operator - should be accredited by DOT,
duly approved plan/itinerary of travel, Certification
from the LTFRB for the validity of franchise, vehicles
updated/valid documents pertaining to registration,
insurance coverage driver’s license, assurance of road
worthiness.
6.2.8.4.

As per RA 9163 also known as “National Service Training
Program Act of 2001” states that “the school authorities
shall exercise academic and administrative supervision
over the design, formulation, adoption and implementation
of the different NSTP components in their respective
schools” therefore adult supervision of NSTP 02 fieldwork
component in their respective area assignments is jointly
executed by the partner NGOs and NSTP faculty of Benilde
as clearly stipulated in the Memorandum of Agreement.
This arrangement also applies for courses with Service
Learning components.

6.2.9. Fees
6.2.9.1.

Students should only be charged for actual costs of
transportation, entrance fees and related expenses and
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must be properly consulted to the students and the
parents/guardian.
6.2.10. Coordination with LGUs/NGOs
6.2.10.1. The Organizer should coordinate with the local
government/NGOs where the off-campus will be held.
6.2.10.2. A formal letter should be sent to the LGUs/NGOs
(barangay/city) and a copy of acknowledgement letter
shall be secured through the identified venue.
6.2.11. Activity/Trip Orientation
6.2.11.1. General orientation to students must be conducted in
relation to the local off-campus/international trip. The
activity must be announced at least 60 calendar days
before the conduct of the activity.
6.2.11.2. Consultation meeting with the concerned stakeholders
- parents, students must be conducted to detail the
program and the costs that will be incurred.
6.2.11.3. Pre-departure briefing/discussion to concerned students
and associates include the following: materials needed,
final itinerary, learning journals to be accomplished, and
emergency preparedness plan in consultation with CEMSS.
6.2.12. Emergency Protocol and Crises Protocol
6.2.12.1. The organizer must bring with them a first aid kit for
emergency.
6.2.12.2. For international educational trips, it is required that the
adult companion keeps a photocopy of all the students
travel documents. All participants should carry with them
contact details of the Chancellor, Philippine Embassy,and
the hospital nearest to their place of residence.
6.2.12.3. In case of an emergency, the adult companion must inform
the Chancellor/Vice President in charge immediately and
the country’s Philippine Embassy/Consulate office if on an
international trip.
6.2.13. Activity/Trip Assessment and Evaluation
6.2.13.1. Submission of learning journals and activity assessment
forms.
6.2.13.2. Adult companion or the designated associate prepares the
expenditure report or liquidation, feedback form.
6.2.13.3. Adult companion conducts the debriefing of students to be
able to assess acquisition of learning and the experience.
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6.3.

CHECKLIST OF CURRICULAR LOCAL TRIPS

CHED - Notarized Certificate of Compliance
(15 days before the activity)
CHED - Notarized Report of Compliance
(15 days before the activity; Level II and COE/COD exempted)
CHED - Comprehensive Term Report
Cover Letter
CHED Acknowledgement Letter (This is acknowledgement from the
CHEDRO letter filed one year before the start of next school year)
Course Syllabus
Destination Cost Benefits
Copy of Student Handbook
(General Procedures of the Conduct of off-campus tours/trips)
Approved Off-Campus Activity Proposal Form
A. Attached Curriculum-Course Syllabus
B. Alternate Parallel Activity
Notarized Consent Form of Parents/Guardian and Letter of
Information
Medical Clearance duly signed by the College Physician
Adult Conforme Designation and Conforme Form
A. List of Adult Companions if applicable and Team Leader
identified
B. With Appropriate first aid and medical emergency training
First Aid Kit
Emergency Travel Protocols/Risk Assessment Plan
Travel Insurance
Transportation (must be secured by GASD-Logistics/Purchasing)
A. Registration Documents
B. Insurance Coverage
C. Driver’s License
D. Certification from LTFRB
Travel and Tour Operator
A. Copy of Travel and Tour Operator Accreditation Certificate
B. Duly Approved plan/itinerary of Travel
C. Certification from LTFRB for the validity of franchise of
the proposed operator
D. Vehicles updated/valid documents pertaining to
registration, insurance coverage, driver’s license,
assurance of roadworthiness
Flight Details (roundtrip ticket, if applicable)
LGU/NGO’S Notice and Acknowledgement
General Orientation and Consultation to Students
A. Minutes
B. Attendance
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Pre-Departure Orientation
A. Minutes
B. Attendance
C. Briefing/reminders to Adult Companion
Liquidation Report
Post Documentation Report (program defined)
A. Debriefing
B. Evaluation and Assessment (Student Assessment and
Faculty In charge Evaluation)
Attendance of Participants
6.4.

CHECKLIST OF CURRICULAR INTERNATIONAL TRIPS
(Only with Level II program accreditation, autonomous, deregulated,
COE, COD or with ISA classification)

CHED - Notarized Letter of Intent of Students
(30 days prior to the opening of classes of the Academic year of
Implementation)
CHED - Comprehensive Term Report
CURRICULUM - Course Syllabus
Cover Letter
CHED Acknowledgedment Letter
Approved Off-Campus Activity Proposal Form
A. Attached Curriculum-Course Syllabus
B. Alternate Parallel Activity
List of Participating Students
Certificate of Enrollment and of good academic standing
Birth Certificate
Endorsement Letter from HEI President
Valid travel documents, visa and endorsement for Students and
Adult Companion
Copy of Student Handbook
DWSD clearance if participant is below 18 years old
Notarized Consent Form of Parents and Letter of Information
Medical Clearance duly signed by the College Physician
Adult Conforme Designation and Conforme Form
A. List of Adult Companions if applicable and Team Leader
identified
B. With Appropriate first aid and medical emergency training
First Aid Kit
Emergency Travel Protocols/Risk Assessment Plan
Travel Insurance
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Travel and Tour Operator
A. Copy of Travel and Tour Operator Accreditation Certificate
B. Duly Approved plan/itinerary of Travel
C. Certification from LTFRB for the validity of franchise of
the proposed operator
D. Vehicles updated/valid documents pertaining to
registration, insurance coverage, driver’s license,
assurance of roadworthiness
Flight Details (Roundtrip ticket, if applicable)
General Orientation and Consultation to Students
A. Minutes
B. Attendance
Pre-Departure Orientation
A. Minutes
B. Attendance
C. Briefing/reminders to Adult Companion
Liquidation Report
Post Documentation Report (program defined)
A. Debriefing
B. Evaluation and Assessment
Attendance of Participants
•

MOA/MOU with Partner

6.5.

CHECKLIST OF NON-CURRICULAR LOCAL TRIPS

Approved Off-Campus Activity Proposal Form
Notarized Consent Form of Parents/Guardian and Letter of
Information
Medical Clearance duly signed by the College Physician
Adult Conforme Designation and Conforme Form
A. List of Adult Companions if applicable and Team Leader
identified
B. With Appropriate first aid and medical emergency training
First Aid Kit
Emergency Travel Protocols/Risk Assessment Plan
Travel Insurance (if international)
Transportation (must be secured by GASD-Logistics/Purchasing)
A. Registration Documents
B. Insurance Coverage
C. Driver’s License
D. Certification from LTFRB
Flight Details (roundtrip ticket, if applicable)
LGU/NGO’S Notice and Acknowledgement
General Orientation and Consultation to Students
A. Minutes
B. Attendance
155

Pre-Departure Orientation
A. Minutes
B. Attendance
C. Briefing/reminders to Adult Companion
Liquidation Report
Post Documentation Report (program defined)
A. Debriefing
B. Evaluation and Assessment (Student Assessment and
Faculty In charge Evaluation)
Attendance of Participants
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APPENDIX B
Procedures for Securing Temporary Gate Pass and
Replacing Lost/Damaged ID
Benilde issues an official identification card (ID) with a computer-registered
student number to all enrolled students. The ID is valid for the entire term a
student is enrolled in the College. Students must present their ID when entering
the campus.

1.

A student who fails to present his Benilde ID shall be issued a Temporary
Gate Pass after complying with the following procedure:

1.1. Presentation of any of the following documents upon entry: Enrollment

Assessment Form (EAF), Official Receipt (OR), or any other valid ID;
and

1.2. Completion of an Entry Form (Referral Form 1) and signing of the

entry log sheet at the gate. The student shall be accompanied by the
security officer to the Office of Student Behavior (OSB) for issuance of
a Temporary Gate Pass.

2.

In case of ID loss, the student must:

2.1. Secure a clearance and a payment slip for ID replacement from the
OSB. The OSB shall require a student to present an Affidavit of Loss
before issuing the clearance;

2.2. Proceed to the Finance Department for payment; and
2.3. Present the following documents to the Registrar’s Office for ID
processing:

1.
2.

3.

Clearance Form duly signed by authorized personnel of the OSB and
the Br. Fidelis Leddy Learning Resource Center (LRC); and
Official Receipt.

In case of ID loss because of theft, robbery, or other similar incidents, the
student must:

3.1. Submit a police/barangay report of the incident to the OSB
(consideration will be given to the student).

3.2. Secure a new ID following the procedures in item no. 2.
4.

To replace a damaged or defaced ID, a student must:

4.1. Secure a Payment Slip from the Registrar’s Office;
4.2. Proceed to the Finance Department for payment; and
4.3. Present the following to the Registrar’s Office for ID processing:
•
•

5.

Old ID (to be surrendered); and
Official Receipt

A student who shifted to another degree program must have his/her ID
replaced. The student must:

5.1. Secure a Payment Slip from the Registrar’s Office;
5.2. Proceed to the Finance Department for payment; and
5.3. Present the following to the Registrar’s Office for ID processing:
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•
•
•

Old ID (to be surrendered)
Official Receipt
Current EAF

6.

A student must be in business attire during the ID picture taking. T-shirts
(with or without collars) are not acceptable attire for ID picture-taking. A
student has the option to have his/her picture retaken or an old ID picture
reprinted. The new ID may be claimed from the Registrar’s Office within one
(1) working day upon surrendering the Temporary Gate Pass.

7.

A student found guilty of giving false information regarding his/her ID shall
be charged with a major offense. (See Section 7.6.1.3)

8.

The student ID is the property of the College. It must be surrendered upon
separation from the College.
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APPENDIX C
Bridging Term Guidelines
1.

What is the bridging term?
The “bridging term”. formerly known as the “summer term”, is not a regular
term. During the bridging term, classes are scheduled daily, six (6) days a
week for three (3) or more hours a day to complete the total hours required
of the course. For example, a lecture class of:

2.

a.

One (1) unit is scheduled at 8:00 a.m. to 9:00 a.m., Monday to Saturday;

b.

Three (3) units is scheduled at 8:00 a.m. 12:00 p.m., Monday to
Saturday’

c.

Four-and-a-half (4.5) units is scheduled at 8:00 a.m. to 12:00 p.m.
Monday to Saturday

Who may enroll in bridging term?

a.
b.
c.

3.

What courses are offered during bridging term?

a.
b.
4.

General education, including AESTHET and excluding PE
Other courses that are reflected under the summer term on the flowchart

What is the maximum number of units a student may enroll?

a.
b.
5.

Students who incur failing marks and back subjects in general education
in the previous terms.
Students who have summer term courses as indicated in their flowcharts.
Graduating students are defined as those who shall have completed all
academic and non-academic requirements at end of the bridging term,
provided the number of units does not exceed six (6).

A student may enroll a maximum of six (6) units or as indicated in the
flowchart
Students with more than six (6) units of back subjects are advised to
enroll in the regular term.

Are special classes offered during bridging term to accommodate
graduating students?
Yes, provided that:

6.

a.

there is a faculty available to handle the special class, and

b.

the total number of units to enroll in bridging term does not exceed six
(6) units.

How do I enroll in the bridging term?
Bridging term enrollment is online. Please refer to the calendar of activities
for the schedule of the online enrollment

7.

Until when can I confirm enrollment for bridging term 2018?
PPayment confirms enrollment. Please confirm your enrollment no later than
the first day of classes.
The deadlines of payment are indicated in your Enrollment Assessment Form
(EAF). Payment validates your ID. The “no valid ID, no entry” policy will be
strictly implemented during the bridging term.

159

APPENDIX D
Tuition and Fees Description
Account Title

Description
TUITION FEE

Tuition Fee
(per unit hour)

Fees collected from students for the courses they are
enrolled in during a particular term. This is used in
paying for the salaries of faculty and administrative and
operations personnel and for other expenses relative to
the conduct of classes and the courses offered.
MISCELLANEOUS FEE

Academic
Advising Fee

Athletics Fee

Guidance Fee

Fees collected from students every term to pay for the
honorarium and other operating expenses incurred by
faculty in performing academic advising activities to
students.
Fees collected from students every term to purchase
and maintain sports equipment, gymnasium and other
sports facilities of the college.
Fees collected from students every term to cover the
operating expenses for tests, interviews, evaluations,
and guidance and counselling services for students.

Internet Fee

Fees collected from students every term to pay for
the cost of providing Internet access to the Benildean
community. It includes the monthly Internet fee paid
to the Internet service provider, the cost of capital
equipment, and the operating cost of maintaining
Internet access.

Learning
Management
Services

Fees collected from students every term the expenses
on the subscription of the web application tool-BigSky
Benilde.

Library Fee

Fees collected from students every term for the
maintenance of the library and for the acquisition of
new books and equipment.

Matriculation fee

One-time fee collected from frosh and new enrollees
to cover expenses incurred in the production and
processing of documents related to their admission in
the college.

Medical/Dental
Fee

Fees collected from students every term to cover
operating expenses for medical and dental services of
students and associates.
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Account Title

Description

Publications Fee

Fees collected from students every term to cover the
printing costs, operating expenses, and other related
expenses incurred in the production of official student
publications under the supervision of the Student
Publications Office.

Software
Subscription Fee

Fees collected from School of Design and Arts students
only every term. Used to pay for the Adobe takehome subscription so that students can use updated,
compatible, and affordable software that are the same
as those used in the College laboratories and in the
industry.

Student
Services/
Activities Fee

Fees collected from students every term to help defray
the costs of implementing student activities/events by
recognized and accredited student organizations/groups
in the College.

Trimester
Registration Fee

Fees collected from students every term to help
defray cost incurred during registration of students,
including for printing of forms, deployment of additional
manpower, etc.
SPECIAL FEES

Achievers Fund

Fees collected from incoming frosh transferees on their
first year of residence only. Exclusively utilized for
athletes and students in sports, athletics, and extracurricular organizations, respectively.

Alumni Fee

Fees collected from all students every term, regardless
of year level, to fund the operations and projects of the
De La Salle-College of Saint Benilde Alumni Association.
Another fee is collected from graduating students to
cover the alumni card.

Community
Service

One-time fee collected from all students upon entry
to the College to be put in a fund used to finance
the outreach program of the College. Implemented
through the students, the program comes in the form
of education or training of people in depressed areas,
livelihood projects, and other similar efforts.

Drug Test Fee

ID Fee

Fees collected from all students to help cover the cost
of Mandatory Drug Testing for frosh and transferees and
Random Drug Testing for upper class students. One of
the fee’s objectives is to complement the government’s
effort to solve the drug problem in the country.
Fee collected to cover the cost of ID printing for
freshmen and transferee student. In case of lost or
damaged ID, the student has to pay the same fee
again.
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Account Title

Description

Inclusion
Support Services

Fees collected from School of Hotel, Restaurant and
Institution Management (SHRIM) students only every
term to be put into a depository fund to be used to
finance programs and projects of SHRIM students with
special learning needs.

Insurance

Fee collected from all students every term to cover the
premium of the insurance coverage of the students for
the injuries arising from accidents while in the campus
or during official activities within or outside the College
premises.

Orientation Fee

One-time fee collected from frosh and transferees
to help cover the expenses of the frosh orientation
committee and program.
DEVELOPMENT FEES

Development
Fee

Fees collected from students every term to cover the
cost of renovations, improvements, expansions, and
maintenance of the College buildings and physical
facilities, excluding parking facilities.
LABORATORY FEES

Laboratory Fee
(various)
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Fees collected from students every term to help
cover the expenses incurred in the operations and
maintenance of the College laboratories.

APPENDIX E
Guidelines on Service Hours
All scholars/grantees are required a certain number of service hours per term. The
following guidelines are meant to help the various offices/center/departments in
tapping the scholars/grantees for service.

1.

Some scholars/grantees automatically render service through their residency/
training/output as required by their respective scholarships/grants. These
pertain to student scholars/grantees under the Athletic Recruit Scholarship
(AR), Office of Culture and Arts Grant (OCAG), Student Publications Grants
(SPG-B and SPG-Y), Center for Institutional Communications Grant (CICG),
Benildean Student Envoy Grant (BSEG), and Honors Scholars (HS).

2.

Scholars/grantees who are active and regular volunteers of the following
centers are deemed to have fulfilled their service hours through their
volunteer work:
•
•
•
•

3.

for
for
for
for

Social Action (CSA Core Volunteers)
Lasallian Ministry (CLM-Student Ministers)
Counseling Services (CCS-Kaagapay Volunteers)
Inclusive Education (CIE-Academic Buddies or Best Buddies)

Recognized regular school activities that the scholars can volunteer for to
render service hours are the following:
•
•

4.

Center
Center
Center
Center

Interactive (Frosh Orientation Program) under the Department of
Student Life-Student Involvement Office (DSL-SIO)
Marian Procession under the CLM

Activities need to be approved by the Student Grants Office (SGO) at least
10 working days (Saturdays not included) prior to the activity for it to be
credited. This is to give scholars time to fix their schedules. Once approved,
SGO will inform the scholars of the activity. Requests for approval of activities
should contain the following:
a.
b.
c.
d.
e.
f.

Name of Event
Purpose of the Event
Date and Time/Duration
Venue
Contact person
Scholars participation (attendees, volunteers)

5.

Activities that include payment of any kind are automatically denied.

6.

Any concerns regarding approved absences shall be handled by the
requesting office/center/department.

7.

The organizing office/center/department has to ensure that the scholars/
grantees attend the entire activity and do not just come in for attendance
check.

8.

The monitoring card has to be signed at the end of the activity. The SGO will
hold the organizing group responsible to decide if they will do late signing of
monitoring cards.

9.

Offices/Centers/Departments can request from SGO for specific volunteers
for short term projects (one term). This needs approval as the GO will have
to consider the academic schedule and school load of the scholar/grantee.

10. Activities that are off campus are limited to one day and are subject to the
existing policies and guidelines of off campus activities.
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APPENDIX F
Implementing Rules and Regulations on Handling
Deadly Weapons
I.

INTRODUCTION
This document seeks to provide a clear description of how the Office of
Student Behavior (OSB) in coordination with the Center for Emergency
Management and Security Services (CEMSS) will handle students who
possess deadly weapon/s within or outside the College premises during
College-sanctioned activities.

II. SCOPE

These rules and regulations apply to all students of Benilde, within or outside
the College premises, during College-sanctioned activities in relation to
“Offenses against College Security and Order”, under Section 7.6.1.2.

III. PURPOSE/RATIONALE

These rules and regulations identify the different kinds of deadly weapons and
hazardous materials and strictly implement the prohibition on unauthorized
possession of deadly weapons and/or hazardous materials within or outside
the college premises during school-sanctioned activities.

IV. OBJECTIVES

These rules and regulations shall facilitate the maintenance of peace and
order in the Benildean community, geared at preserving a safe and orderly
educational environment conducive to learning.

V.

DEFINITION OF TERMS
A “deadly weapon” is “an object whose purpose is to cause death or that when
used as an instrument of offense is capable of causing death or sometimes
serious bodily harm” (Merriam-Webster Law Dictionary).
Deadly
•
•
•
•
•
•
•
•
•
•
•
•
•
•

weapons include:
Any kind of knife, big or small, whether concealed or not
Switchblades, foldable or sliding
Gravity knives, with blade in its handle
Ballistic knives, detachable blade propelled by a spring-operated
machine
Stiletto (short dagger or a pointed instrument for making eyelet
holes in needle work)
Sword
Dagger, double-edged, used for stabbing
Any kind of firearms: rifle, pistol, hand gun, loaded or unloaded
Blackjack – hand weapon consisting of a piece of leather-enclosed
metal with a strap or springy shaft for a handle
Baton (truncheon) – a club of less than arm’s length made of wood,
rubber, plastic or metal
Brass knuckles – pieces of metal shaped to fit around the knuckles
used in hand-to-hand combat. They may also be made from plastics
or carbon fibers.
Nunchaku – fighting sticks
Shuriken – (throwing stars) traditional Japanese concealed weapon
used for throwing
Similar deadly weapons analogous to the list

Hazardous materials include:
•
Dynamite
•
Incendiary (firebomb) or poison gas bomb
•
Grenades
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•
•

Molotov bombs (petrol bomb, bottle bomb, poor man’s grenade)
Similar hazardous materials analogous to the list

VI. RULES AND REGULATIONS
A.

B.

Handling Deadly Weapon/s Detected Through the X-Ray Machine
1.

As a general rule, no frisking shall be implemented against students,
except in cases of “in flagrante delicto” (caught in the act) during
the commission of a prohibited act or if warranted. The student
shall personally and voluntarily remove the contents of his/her bag
and/or pockets/wallet in front of the security officer for inspection
for security purposes, only if warranted.

2.

The CEMSS shall be the temporary depository of deadly weapon/s
within class hours, whether voluntary by the student or upon
detection through the x-ray machine. A deposit/claim slip (SF16) shall be provided by CEMSS to the student upon receipt of the
prohibited item/s.

3.

CEMSS shall submit a monthly report to OSB of all the names, ID
numbers and deposited articles of students whose bags/personal
belongings were detected with deadly weapon/s or hazardous
materials through the x-ray machine, upon entry in the college
premises for record purposes.

4.

For purposes of school projects/presentations, the student must
submit an authorization letter to CEMSS, signed by the faculty
member/adviser of the specific course where he/she needs to
bring deadly weapon/s inside the college premises, indicating the
limitations as to the time of use and venue.

5.

For personal purposes/protection, the student must submit a letter
to CEMSS for the temporary safekeeping/deposit of the deadly
weapon/s within the day. The student can claim the deadly weapon/s
from CEMSS upon leaving the college premises by showing his/her
deposit/claim slip (SP-16) for the item/s.

6.

Non-observance of No. 2, 4 and 5 of these rules shall render the
possession of any deadly weapon/s unauthorized and shall be
reported to the OSB for the observance of the proper procedure in
accordance with the Student Handbook.

7.

Deadly weapons (considered personal property), whether
authorized or not, may be claimed from the CEMSS by the studentowner upon leaving the campus, while hazardous materials will be
immediately confiscated by CEMSS and shall not be returned to the
student/owner

Handling Deadly Weapons Detected through Lost and Found
1.

As stated in this Student Handbook, OSB is the temporary
depository of lost and found item/s within the College premises.

2.

All item/s surrendered as lost and found shall be logged/recorded
in the OSB lost and found log sheet, indicating the exact details
of the item/s including the date, time and location where it was
found and the name and personal information of the person who
surrendered the lost and found item.
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3.

Deadly weapon/s found in or as a lost and found item during
inventory for recording purposes shall be immediately surrendered
to CEMSS for temporary safekeeping through the CEMSS deposit/
claim slip (SP-16).

4.

The same procedure in No. 3 shall apply to hazardous material/s
found in or as a lost and found item during inventory for recording
purposes. CEMSS shall identify and confirm the hazardous
material/s found. Upon its confirmation by CEMSS, it shall be
recorded and confiscated by OSB and immediately submitted to
CEMSS for proper disposition.

5.

OSB shall proceed with the usual discipline process against the
student-owner of the hazardous material/s in accordance with this
Student Handbook.

VI. REFERENCES
Merriam-Webster Law Dictionary
Section 1 (c), 2 and 3, Presidential Decree No. 9, October 2, 1972
Section 3, Batas Pambansa Blg. 6, November 21, 1978
Article III, Sections 1, 2, 3 (1) and (2), 12 and 14, Bill of Rights, 1987 Philippine
Constitution
Section 7.6.1.2, Offenses Against College Security and Order, Benilde
Undergraduate Student Handbook, 2016-2019
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APPENDIX G
Information Network (Infonet) Policies, Conditions
for Use, and Code of Practice for Appropriate Use
Introduction
Benilde recognizes the importance of information technology (IT), in adding
value to teaching, learning, research, and administration by providing new
ways of accessing information, improving communications, and strengthening
collaborations in the College.
The Digital Technology Office (DTO), guided by the Benildean Expressions of
the Lasallian Core Values, is tasked with the responsibility of managing the IT
services and facilities of Benilde.
1.

Terms and Definitions
Authentication – the process of verifying, testing, or guaranteeing the
correctness of information.
Availability – state in which authorized users are granted timely and
uninterrupted access, whenever or wherever they may be.
Codes of Practice – or ethical code are a set of principles outlining the
responsibilities or proper conduct.
Confidential Information – information given in “confidence”. For example,
students give their sensitive private information to certain College personnel,
confident that they will not disclose the information to others.
Malicious Software (or Malware) – a software or program code designed
specifically for malicious purposes such as but not limited to service disruption,
breach of confidentiality, breach of privacy, exploitation, blackmail, threat,
or other criminal activities. Malware includes viruses, worms, Trojan Horse
programs, spyware, or other similar software.
Personal, Private, or Sensitive Private Information – such as but not
limited to date of birth, medical record, SSS number, TIN, credit card, bank
account, etc.
Infonet – all IT resources, services, and facilities of Benilde. It consists of
but is not limited to computer peripherals, computer and telecommunications
networks, Internet services, remote access services, digital communication
services, software and applications, supporting documentation, supplies,
digital storage facilities, physical facilities, and power/energy sources.
Computing and networking facilities are limited to those leased, rented,
owned by, or loaned to Benilde.
Infonet Account (or Credentials) – composed of the username (or login
identification) and password used to access the Infonet (e.g., Benilde domain
account, Google Apps account, Moodle account, etc.)
Infonet User (or User) – a person who has authorization to use the
Infonet, including but not limited to students, faculty, personnel, third-party
contractors or clients, or other organizations
Digital Technology Office (DTO) – is the unit charge of managing the IT
infrastructure and computing resources, as well as the information systems,
databases, and business processes of the College.
Internet – a global computer network providing a variety of information
and communication facilities, consisting of interconnected networks using
standardized communication protocols.
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Intranet (or intranet) – a local or restricted communications network,
especially a private network created using World Wide Web software.
Integrity – the principle that information retain their authenticity and are
only modified by authorized users; firm adherence to a code of ethics or
moral values.
Local Area Network (LAN) – a type of network topology or architecture
confined to single building or group of buildings.
Policy Statement

2.

2.1. The Infonet is intended for teaching, learning, research, and
administration—in support of the mission-vision of Benilde—creating a
learning environment that promotes mutual support and respect for all
learners through the fair use of information technology.
2.2. The Infonet should not be used for commercial purposes or non-College
related activities without written permission and approval from the
Benilde President and Chancellor.
2.3. Use of the Infonet is granted as a privilege to students, faculty, staff, and
administrators. Benilde, therefore, reserves the right to limit, restrict,
extend, or revoke the use of the Infonet, its services, and facilities.
2.4. Use of the Infonet should not contradict with the Philippine Laws, other
institutional policies, rules or regulations, and the terms and conditions
of applicable contracts (such as but not limited to copyright, patents,
software end-user licenses, or third-party acceptable use policies).
2.5. An Infonet user must adhere to the Conditions for Use and the Codes of
Practice for Appropriate Use of Infonet.
2.6. The Digital Technology Office (DTO) is responsible for managing the
IT resources, services, and facilities of the College. Towards this end,
the DTO is authorized to implement procedures and guidelines that will
ensure fair use of IT; and ensure the effectiveness, efficiency, security,
and reliability of all IT resources and services.
Conditions for Use of Infonet

3.

3.1. Unlawful Activities. Use of the Infonet is granted as a privilege by
Benilde and on the condition that it will not be used for activities that is against
the Law, College rules or regulations, social norms, and/or common decency.
Users should not encourage or tolerate such unlawful activities and should
immediately report it to the DTO or any Benilde authority.
3.2. Infringement. Users must not infringe on the copyright, patents, and
other property rights covering software, databases, and all other materials such
as but not limited to text, images, icons, music or other recordings, motion
pictures or videos retrieved from or through the Infonet. The user agrees to
indemnify and keep indemnified Benilde and each and every member of its
personnel against all actions, claims, and demands for infringement of patent
and/or breach of copyright that may be brought or made against Benilde or
any member of its personnel arising out of, or in connection with, the use of
the Infonet.
3.3.
Use of Infonet Accounts. Users access the Infonet by means of an
Infonet account (or credential) and, therefore, Infonet accounts must be treated
as confidential information. The user is accountable on all the actions of their
Infonet account; it is their responsibility to secure their Infonet account.
3.4.
Unauthorized Access. Infonet users should not exceed the approved
level of access unless with written permission and approval. Accessing or an
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attempt to access the Infonet (i.e. computer, computer network, or any IT
services provided by the College) without authority or beyond the authorized
access is a violation of this policy and is subject to disciplinary action.
3.5.
Denial of Service. Users should not disrupt the normal operating
conditions of the Infonet which could affect or encroach on other user’s access
and use of the Infonet through unacceptable practices such as but not limited to:
3.5.1. Sending chain-letters, spamming, repeated cross-posting of the same
message on mailing lists, emails with attached large or unnecessary
files, or similar practices that will deny the user’s access to his or her
email.
3.5.2. Modifying the configuration, parameters, options, or settings (either
hardware or software) of a computer system in offices, computer
laboratories, library, and public areas, which will prevent others from
using the computer system. Only authorized DTO personnel can change
the configuration and settings.
3.5.3. Intentional or deliberate introduction of malicious software (malware)
or programming code that will cause the breakdown, or hamper the
operations, of the Infonet or any other information system of the College.
3.5.4. Use of software, applications, services, facilities, or devices identified
by the DTO as the cause for excessive network traffic or bandwidth
utilization, server load, data storage, or disruption of other Infonet
services.
3.6.
Offensive Content. Users should not send or publish offensive content
such as but not limited to those that are fraudulent, malicious, harassing,
threatening, obscene, pornographic, abusive, racist, or libelous in nature. Users
should not produce, disseminate, or display offensive content using the Infonet.
3.7.
Academic Honesty. Users are given the privilege to access the Infonet
for teaching, learning, research, and administration but the Infonet must not be
used for cheating, plagiarism, or any acts of academic dishonesty.
3.8.
Emergency Cases. Benilde reserves the right to take emergency action
to ensure the effectiveness, efficiency, security, and reliability of the Infonet,
including but not limited to the following:
3.8.1. Termination of a computer program or process or an online session.
3.8.2. Temporary alteration of (or disabling) the user’s Infonet account or
credentials.
3.8.3. In case of an investigation, and with written authorization, the DTO may
access user data files, including private files, stored within the Infonet,
without the consent of the user/s when there are reasonable grounds to
believe that a violation of Philippine and/or International laws, other IT
policies, or relevant policies, rules and regulations of the College.
3.8.4. Taking emergency actions does not waive the rights of Benilde to take
additional actions under other College policies, rules, and regulations.
3.9.
Data Loss. Users must understand that the Infonet is not perfect, and
the College will not be liable to the user in the event of data loss because of
hardware or software failure.
3.10.
Disclaimer. Benilde disclaims any responsibility and/or warranties
for information and other materials residing outside the Infonet or computer
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and systems not owned, leased, rented by, or loaned to Benilde; and materials
available over publicly accessible networks. Such materials do not necessarily
reflect the attitudes, opinions, or values of Benilde, its students, faculty, staff,
and administrators.
3.11.
External Network Services. Benilde also has acceptable use
agreements for facilities, services, or connections outside the Infonet (e.g., thirdparty library portals, Internet service providers, third-party research networks,
etc). The College cannot and will not extend any protection to users should they
violate the policies of third-party external network or telecommunications system.
Codes of Practice for Appropriate Use of Infonet

4.

The standard practices for the use of the Infonet were derived from the Benildean
Expressions of the Lasallian Core Values. As a Benildean community, we depend
on the spirit of mutual respect and cooperation by which we are guided in our
online activities.
4.1. Follow the intended use of the Infonet system, service, resource, or
facility. Users should not misuse, or abuse the privilege to access or use the
Infonet granted by the College.
4.2. Respect the rights of other users and do not to commit acts that will
encroach on their privileges to use the Infonet.
4.3. Respect other users and do not commit acts of sexual, racial, and other
forms of harassment using the Infonet.
4.4.

Do not commit acts that will breach the privacy of other Infonet users.

4.5. Do not commit acts that will breach the security of the Infonet or other
computer networks, facilities, or services using the Infonet.
4.6. Users are responsible for safeguarding their Infonet account or
credentials, which are used to identify and authenticate the user prior to
gaining access to the Infonet. Users should treat their Infonet accounts as
confidential information. Users are held accountable for all actions done using
their Infonet account.
4.7. Users are responsible for the information they send or publish over the
Infonet.
4.8. Users are expected to abide by the laws of the Philippines and other
relevant international laws when using the Infonet.
4.9. Do not commit acts that will breach copyrights, patents, and other
intellectual property rights.
4.10. Users are responsible for the activities and security of their personal
computers, including but not limited to personal desktop computers, laptops,
personal digital assistants (PDA), tablets, smartphones, or similar gadgets that
they have registered and connected to the Infonet
4.11. Report any problems, security breach, illegal activities, suspected
misuse or abuse of the Infonet.
4.12. Users are expected to cooperate with College authorities during
an investigation of Infonet misuse or abuse, security breach, or any illegal
activities.
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APPENDIX H
Implementing Guidelines on
Mandatory Random Drug Testing
I.

INTRODUCTION

De La Salle-College of Saint Benilde (DLS-CSB) recognizes the vital role of the
youth in nation building and shall promote and protect their physical, moral,
spiritual, intellectual and social well-being. It shall inculcate in the youth
patriotism and nationalism and encourage their involvement in public and civic
affairs, under Section 13, Article II of the 1987 Constitution.
II.

SCOPE

This guideline applies to all frosh, transferees, upper class students and graduate
students. Mandatory Drug Testing (MDT) is required for all frosh and transferees
and for all student athletes while the Random Drug Testing (RDT) is implemented
for all upper class students.
III.

PURPOSE/RATIONALE

Benilde takes on the responsibility on safeguarding the institution, its community
and particularly the students from the harmful effects of dangerous drugs on
their physical and mental well being. Further, it shall pursue an active campaign
against the use of dangerous drugs as integrated in the policies, programs and
projects.
Benilde hereby promulgates the following rules and regulations to effectively carry
out Republic Act No. 9165, otherwise known as the “Comprehensive Dangerous
Drugs Act of 2002” and the CHED Memorandum Order No. 18, s. 2018 stipulating
the “Implementing Guidelines for the Conduct of Drug Testing of Students in all
Higher Education Institutions (HEIs)
IV.

OBJECTIVES

1.

To promote a “drug free” campus and further legitimate interest of the
government in preventing and deterring dangerous drugs use among the
youth.

2.

To determine the prevalence of drug users among the students;

3.

To assess the effectivity of school-based and community-based prevention
programs;

4.

To facilitate the rehabilitation of drug users and dependents;

5.

To strengthen the collaboration efforts of identified agencies against the use
of illegal drugs and in the rehabilitation of drug users and dependents.

V.

DEFINITION OF TERMS

For purposes of this guideline, the definition of terms used in the IRR of RA 9165
and as implemented by CHED Memorandum Order (CMO) No. 18, s. 2018, shall
be adopted.
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Drug Counselor

Shall be designated by the Drug Testing Coordinator.
He/she shall be a person trained in the technique
of drug counseling particularly dealing with cases of
drug dependency.

Drug Testing
Coordinator

Shall be the Associate Dean of Student Life of DLSCSB and the point person in the college tasked with
handling Mandatory and Random Drug Testing (MDT/
RDT).

Benilde
Drug Abuse
Intervention
Committee
(BDAIC)

This committee is composed of the Vice-President
for Lasallian Mission and Student Life (VPLMSL),
Department of Student Life (DSL) Dean, Associate
Dean, Office of Student Behavior (OSB) and
Counselor per program that facilitates the assistance
and required intervention for the students and
appropriately coordinates with parents.

Parents

For purposes of these guidelines, include courtappointed guardians.

Random
selection

Refers to the unbiased process of selecting students
who are to undergo drug testing. The target number
of students for selection (random sample) shall be
determined based on Yamane (1967) simplified
formula for proportions

Rehabilitation

the dynamic process, including aftercare and follow-up
treatment, treatment, directed towards the physical,
emotional/psychological, vocational, social and
spiritual change/enhancement of a drug dependent
to enable him to live without dangerous drugs, enjoy
the fullest life compatible with his capabilities and
potentials and render him to become a law-abiding
and productive member of the community.

Schools

An institution that has as its primary purpose the
education of students including secondary, tertiary
and technical vocational education and training
institutions.

Selection Board

Shall be the board constituted at the level of the
school composed of the Drug Testing Coordinator as
the Chairperson, one representative each from the
students, faculty and parents as members.

Supervising
Agency

Shall refer to the government agency that exercises
supervision over the school such as the Department
of Education (DepEd), Commission on Higher
Education (CHED) or the Technical Educational and
Skills Development Authority (TESDA).
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VI.

GUIDELINES STATEMENT

6.1.
General Provisions to the Conduct of Mandatory and Random
Drug Testing
6.1.1.

Notice. Upon enrollment, all parents and incoming students shall be
notified of the MDT and RDT anytime during their stay in the college
through the Parent’s Waiver Form.

6.1.2.

Failure to return the acknowledgment receipt from the Parent’s Waiver
Form shall not bar the conduct of the MDT and RDT. DLS-CSB shall
keep the registry receipts and acknowledgment receipts of all the
notices in the Office of the Registrar as proof of service.

6.1.3.

Information about the MDT and RDT shall be through the regular
orientation (Interaktiv) program for students and other information
campaign through the collaboration of the Student Involvement Office
(SIO), Academic Extension Program (AEP)-CSBLIFE and the Office of
Student Behavior (OSB).

6.1.4.

The Associate Dean of Student Life as the Drug Testing Coordinator
shall be the overall coordinator of the MDT/RDT in the college to be
assisted by the OSB.

6.1.5.

The OSB shall implement the MDT and RDT in the college and
likewise monitor the compliance of students. Non-compliance with
this requirement shall be dealt with according to the current Benilde
Undergraduate Student Handbook.

6.1.6.

The MDT is conducted as part of the enrollment process while the RDT
is conducted once per academic year. The student has to accomplish
the MDT before he can finalize his enrollment.

6.1.7.

Dangerous drugs included in drug testing are methamphetamine,
cannabis, MDMA.

6.1.8.

Benilde Drug Abuse Intervention Committee (BDAIC) takes the lead
in determining Anti-Drug prevention programs and appropriately
coordinates with the different stakeholders for its implementation.

6.2.

Specific Provisions to the Conduct of Mandatory Drug Testing

6.2.1.

The OSB shall plan and implement the MDT every term. It shall
coordinate with the Admissions Office and the Registrar’s Office for the
actual list of frosh and transferees every term. During the 1st term,
conduct of MDT is done during the enrollment period. While for the 2nd
and 3rd term, conduct of MDT is coursed through the CSBLIFE classes.

6.2.2.

Upon acquiring the final list of incoming students from the Registrar’s
Office, the OSB shall coordinate with De La Salle-Health Science
Institute (DLS-HSI) for the schedule of the MDT.

6.2.3.

Once the schedule for the MDT is confirmed, OSB shall coordinate with
the General Administrative Services Department (GASD) to facilitate a
venue for the said activity.

6.2.4.

Upon confirmation of the dates and the venue for the MDT, OSB shall
coordinate with the AEP for the list and schedule of the CSB Life
classes and the respective faculty members assigned to each section.

6.2.5.

The OSB shall submit the letters of information to the to the
Chairperson of the AEP for its proper distribution to the assigned
faculty members. The receiving copy shall be kept safely in the MDT
files of the OSB for the particular term.
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6.2.6.

The faculty members shall be informed of the date of the MDT at least
five (5) working days before the actual date of the said MDT. The
faculty members shall be warned not to divulge the actual date of the
MDT to the students. The students shall be informed by the respective
faculty members only on the day of the MDT for security purposes.

6.2.7.

The OSB, through the discipline officers, shall see to it that all
the students in the CSB Life classes are promptly ushered to the
venue of the MDT. Students absent in the identified class shall be
summoned again in their next class. If absent again, the student
shall be scheduled for the MDT the following day. If the student is
still unable to comply with the MDT, he/she shall be allowed to justify
the non-compliance. The only acceptable reasons are sickness/
illness and emergency (e.g. death of immediate family member,
sickness or hospitalization of immediate family member, occurrence
of fire, earthquake or other fortuitous event within the vicinity of the
student’s residence. Otherwise, the student shall be charged with
a major offense under Section 7.6.1.34 “Willful failure to comply
with the required drug testing procedures.” of the current Benilde
Undergraduate Student Handbook.

6.2.8.

The OSB, through the discipline officers, shall manage the registration
at the venue of the MDT.

6.2.9.

The DLS-HSI shall be given their assigned location for the registration,
preparation, specimen collection, labeling and accessioning (coding)
of the urine samples in the venue. The HSI authorized specimen
collector shall accompany the student in the collection area.

6.2.10. The specimen shall be properly labeled and encoded.
6.2.11. Biometrics and picture taking of the student shall follow.
6.2.12. DLS-HSI gives the student the proper clearance after completion of the
MDT process for OSB record purposes.
6.2.13. If a student fails to comply with all the procedures (i.e. picture taking,
biometrics, incomplete volume of specimen or discrepancy in the form
of the specimen, etc.), his/her MDT is nullified and he/she has to
repeat the process. No clearance will be given to the student by the
HSI unless the MDT process is completed.
6.2.14. The DLS-HSI shall prepare the list of students who complied with the
MDT. It shall also submit the results of the MDT after five (5) working
days initially in a soft copy by email to the Associate Dean of Student
Life only. The results of the MDT shall be strictly confidential.
6.2.15. The individual results of the MDT shall be submitted by DLS-HSI only
to the Associate Dean of Student Life.
6.2.16. The Drug Testing Coordinator shall inform the CSBLIFE teachers of the
availability of MDT results and its scheduled release to the students.
6.2.17. The individual results shall be released by DSL only to the rightful
owner to preserve the confidentiality of the results. Individual sealed
letters shall be attached to the results.
6.2.18. Students are instructed to claim their results within one (1) year from
the date of the MDT. Unclaimed results shall be shredded accordingly
after one (1) year.
6.2.19. Students with positive results shall be taken for confirmatory testing.
The Drug Testing Coordinator shall send a letter to inform the parent/s
before proceeding with the confirmatory testing process. This process
may take between fifteen (15) days to one (1) month.

174

6.2.20. If the result of the confirmatory test is still positive, the student is
summoned for a meeting with the designated member of the Benilde
Drug Abuse Intervention Committee (BDAIC). A formal letter is sent
via courier.
6.2.21. Intervention includes meeting with the student and parents, undergoing
drug counseling program in Benilde or Rehabilitation, whichever is more
appropriate.
6.2.22. Procedure for handling students with positive results in the MDT after
confirmatory test
6.2.22.1. First (1st) time confirmed positive
Meeting with designated member of the BDAIC and signing of
conforme form for adherence to the intervention. The student
is referred to his/her assigned Benilde Well-being Center
(BWC) Counselor for drug counseling for six (6) months.
A clearance must be secured from the Counselor after the
6-month program. Student will be required to go through
drug testing through the school’s service proviser until the
student graduates.
6.2.22.2. Second (2nd) time confirmed positive
2nd parent-student conference with designated member of
the BDAIC the student will be recommended to comply with
a 6-month rehabilitation program with a DOH accredited
facility and will be on forced Leave of Absence (LOA). Reenrollment will be allowed only after a clearance is issued by
the rehabilitation center. Drug test should be repeated in any
CSB Accredited Hospital or medical facility until the student
graduates.
6.2.22.3. Third (3rd) time confirmed positive
A major offense will be filed and recorded against the
student by OSB. The student will be required to go through
Rehabilitation with a DOH accredited facility, clearance and
inclusion in the drug testing until graduation will be required.
6.3.

Specific Provisions to the Conduct of Random Drug Testing

6.3.1.

The OSB shall plan and implement the RDT at a designated schedule.
It shall coordinate with the Digital Technology Office (DTO) for the list
of classes and the randomization process based on the results of the
sampling as initially computed by DTO using the following formula
developed by Yamane (1967):
n =__N___
1 + Ne2
Upon acquiring the final list of classes, the OSB shall coordinate with
DLS-HSI for the schedule of the RDT.

6.3.2.
6.3.3.

Once the schedule for the RDT is confirmed, OSB shall coordinate with
GASD to facilitate a venue for the said activity.

6.3.4.

The faculty members of the classes where the randomized students
belong shall be informed of the date of the RDT at least five (5) working
days before the actual date of the said RDT. The faculty members shall
be warned not to divulge the actual date of the RDT to the students. The
students shall be informed by the respective faculty members only on
the day of the RDT for security purposes.
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6.3.5.

The OSB, through the discipline officers, shall see to it that all the students
in the identified classes are promptly ushered to the to the venue of
the RDT. Students absent in the identified class shall be summoned
again in their next class. If absent again, the student shall be scheduled
for the RDT the following day. If the student is still unable to comply
with the RDT, he/she shall be allowed to justify the non-compliance.
The only valid reasons are sickness/illness and emergency (e.g. death
of immediate family member, sickness or hospitalization of immediate
family member, occurrence of fire, earthquake or other fortuitous event
within the vicinity of the student’s residence. Otherwise, the student
shall be charged with a major offense under Section 7.6.1.34 “Willful
failure to comply with the required drug testing procedures.” of the
current Benilde Undergraduate Student Handbook.

6.3.6.

The OSB through the discipline officers shall manage the registration at
the venue of the RDT.

6.3.7.

The DLS-HSI shall be given their assigned location for the registration,
preparation, specimen collection, labeling and accessioning (coding) of
the urine samples in the venue. The HSI authorized specimen collector
shall accompany the student in the collection area.

6.3.8.

The specimen shall be properly labeled and encoded.

6.3.9.

Biometrics and picture taking of the student shall follow.

6.3.10. DLS-HSI gives the student the proper clearance after completion of the
RDT process for OSB record purposes.
6.3.11. If student fails to comply with all the procedures (i.e. picture taking,
biometrics, incomplete volume of specimen or discrepancy in the form
of the specimen, etc.), his/her RDT is nullified and he/she has to repeat
the process. No clearance will be given to the student by the HSI unless
he/she completes the RDT process.
6.3.12. The DLS-HSI shall prepare the list of students who complied with the
RDT. It shall also submit the results of the RDT after five (5) working
days in initially in a soft copy by email to the Associate Dean of Student
Life only. The results of the RDT shall be strictly confidential.
6.3.13. The individual results of the RDT shall be submitted by DLS-HSI only to
the Associate Dean of Student Life.
6.3.14. The Drug Testing Coordinator shall inform the teachers of the identified
classes of the availability of RDT results and its scheduled release to the
students.
6.3.15. The individual results shall be released by DSL only to the rightful owner
to preserve the confidentiality of the results. Individual sealed letters
shall be attached to the results.
6.3.16. Students are instructed to claim their results within one (1) year from
the date of the RDT. Unclaimed results shall be shredded accordingly
after one (1) year.
6.3.17. Students with positive results shall be taken for confirmatory testing.
The Drug Testing Coordinator shall send a letter to inform the parent/s
before proceeding with the confirmatory testing process. This process
may take between fifteen (15) days to one (1) month.
6.3.18. If the result of the confirmatory test is still positive, the student is
summoned for a meeting with the designated member of the BDAIC. A
formal letter is sent via courier.
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6.3.19. Intervention includes meeting with the student and parents, undergoing
drug counseling program in Benilde or rehabilitation, whichever is more
appropriate.
6.3.20. Procedure for handling students with positive results in the RDT after
confirmatory test
6.3.20.1. First (1st) time confirmed positive
Meeting with designated member of the BDAIC and signing of conforme
form for adherence to the intervention. The student is referred to his/
her assigned Benilde Well-being Center (BWC) Counselor for drug
counseling for six (6) months. A clearance must be secured from the
Counselor after the 6-month program. Student will be required to go
through drug testing through the school’s service provider until the
student graduates.
6.3.20.2. Second (2nd) time confirmed positive
2nd parent-student conference with designated member of the BDAIC
the student will be recommended to comply with a 6-month rehabilitation
program with a DOH accredited facility and will be on forced Leave of
Absence (LOA). Re-enrollment will be allowed only after a clearance is
issued by the rehabilitation center. Drug test should be repeated in any
CSB Accredited Hospital or medical facility until the student graduates.
6.3.20.3. Third (3rd) time confirmed positive
A major offense will be filed and recorded against the student by OSB.
The student will be required to go through Rehabilitation with a DOH
accredited facility, clearance and inclusion in the drug testing until
graduation will be required.
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APPENDIX I
CMO No. 18 Series of 2018 - The Implementing
Guidelines for the Conduct of Drug Testing of
Students in all Higher Education Institutions (HEIs)
CHED MEMORANDUM ORDER (CMO)
No. 18
Series of 2018
SUBJECT: THE IMPLEMENTING GUIDELINES FOR THE CONDUCT OF DRUG
TESTING OF STUDENTS IN ALL HIGHER EDUCATION INSTITUTIONS (HEIs)
---------------------------------------------------------------------------------------In accordance with Section 8 (n) and (o) of RA 7722, the Higher Education
Act of 1994 as amended, in relation to Section 36 (c) of RA 9165, the
Comprehensive Dangerous Drugs Act of 2002, and pursuant to Commission
en banc Resolution No. 539-2017 dated 18 July 2017, the Commission issues
this “IMPLEMENTING GUIDELINES FOR THE CONDUCT OF DRUG TESTING OF
STUDENTS IN ALL HIGHER EDUCATION INSTITUTION (HEIs)”
RULE 1
RATIONALE AND BACKGROUND
Section 1. The drug problem in the Philippines continues to remain a serious
national concern that permeates both the public and private sectors not only as
a security issue, but also as a health concern that affects the social, emotional,
psychological, as well as the economic well-being of the citizenry.
The Philippine Government recognizes the complimentary roles of public and
private higher education institutions (HEIs) and shall exercise reasonable
supervision and regulation thereof. Thus, all HEIs are enjoined to include in
their student’s handbook the conduct of mandatory random drug testing of
students, with notice to the parents. Aside from random drug testing, a Higher
Education Institution may, within the parameters of its institutional academic
freedom, also include in its Student’s Handbook a policy for the conduct of
mandatory drug testing as a requirement for admission and retention, after
observance of the consultation and other similar requirements.
RULE 2
STATEMENT OF POLICIES
Section 2. The State recognizes the primary responsibility of the family and
the complimentary role of the educational institutions and parents for the
education and awareness of its members on the ill-effects of dangerous drugs;
2.1. It is a government policy to foster a spirit of shared purposes
and cooperation among the members and elements of the educational
community and between the community and other sectors of society at
all times. Only in such atmosphere can the true goals and objectives of
education be fulfilled
2.2. The Commission on Higher Education (CHED), as part of its mandate,
has the duty to continuously monitor the effectiveness of the dangerous
drug abuse prevention program through their respective regional/
field offices and may enlist the assistance of any government agency or
instrumentality to carry out the objectives of the program.
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2.3. The HEIs shall have mechanisms to promote healthy lifestyle such
as but not limited to healthy diet, physical activities and no smoking and
alcoholic drinking environment inside and outside the schools campus as
mandated in CHED Memorandum Order (CMO) No. 09, s. 2013.
2.4. The CHED recognizes the academic freedom of all HEIs, particularly in
implementing a policy on mandatory random drug testing of their students
or as aprt of the schools’ admission and retention requirements.
In keeping with the dangerous drug abuse prevention program of the
government, the Local Government Units (LGUs), the Philippine National
Police (PNP), pr any authorized law enforcement agency may carry out any
legitimate drug-related operation within the school premises, provided that
the same shall be coordinated to the concerned HEIs prior to the conduct
thereof.
2.5. The conduct of random drug testing of students in tertiary schools is
mandatory pursuant to Section 36(c) of RA 9165.
2.6. The random drug testing under Dangerous Drug Board (DDB)
Regulation No. 6, s. 2003 and No. 3, s. 2009 shall ensure that such is
implemented for drug prevention and rehabilitation purposes and shall
guarantee and respect the personal privacy and dignity of the students. The
drug test results shall be treated with utmost confidentiality and cannot be
used in any criminal proceedings.
RULE III
OBJECTIVES
Section 3. These implementing guidelines specifically aim to:
3.1. promote a “drug-free” campus and further the legitimate interest of
the government in preventing and deterring dangerous drug use among the
youth;
3.2. instill in the minds of the students that dangerous drugs not only
interfere in their ability to learn but also disrupt the teaching environment;
3.3. strengthen the collaborative efforts of concerned agencies (Dangerous
Drugs Board (DDB), Department of Health (DOH), Philippine National Police
(PNP), Philippine Drug Enforcement Agency (PDEA) against the use of illegal
drugs and in the treatment of dangerous drug users and dependents;
3.4. establish a stronger partnership between the government and the HEIs
in providing programs and activities intended to facilitate the holistic and
well-rounded student development; and
3.5. ensure that the drug testing policies of HEIs are reasonable and not
violative of the fundamental rights of the students.
RULE IV
DEFINITION OF TERMS
Section 4. These implementing guidelines for the conduct of drug testing of
students in all HEIs shall follow the parameters laid down by Republic Act No.
9165, the Comprehensive Dangerous Drugs of 2002 and its Implementing
Rules and Regulations (IRR), as well as the Dangerous Drugs Board (DDB)
Regulation No. 6, Series of 2003, as amended by Dangerous Drugs Board
(DDB) Regulation No. 3, Series of 2009.
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RULE V
DEFINITION OF TERMS
Section 5. For purposes of these guidelines, the following terms are defined as
follows:
5.1.
Accreditation - refers to the formal authorizations issued by the DOH
to an individual, partnership, corporation or association which has compiled
with all licensing requirements (input/structural standards) and accreditation
requirements (process standards and outcome/output impact standards) as
prescribed in the Manual of Operations for Drug Testing Laboratories issued by
the DOH.
5.2.
Confirmatory drug test - refers to an analytical test using a device,
tool or equipment with a difference chemical of physical principle that is more
specific which will validate and confirm the result of the screening test. It refers
to the second or further analytical procedure to more accurately determine the
presence of dangerous drugs in a specimen, which shall likewise be done by
any government laboratory or by privately owned and operated drug testing
laboratories accredited and monitored by the DOH having confirmatory test
capabilities.
5.3.
Current students - refer to existing and currently enrolled students
in an authorized higher education institution.
5.4.
Dangerous drugs - include those identified and listed in R.A. 9165
or the “Comprehensive Dangerous Drugs Act of 2002” and its annexes, subject
to any reclassification, addition or removal of any drug from said list by the
Dangerous Drugs Board, in accordance with Section 93 of R.A. No. 9165
5.5.
DOH-accredited physician - refers to a physician with background
experience on psychological/behavioral medicine whose application has been
approved and duly authorized by the DOH to conduct dependency examination
and treatment on persons believed to be using dangerous drugs
5.6.
Drug abuser - refers to a person who uses or administers to himself
or allows other to administer dangerous drugs to himself without medical
approval. He belongs to any of the three categories
•

The Experimenter - one who, out of curiosity, uses of administers to
himself or allows others to administer to him dangerous drugs once or a
few times;

•

The Casual user - one who, from time to time, uses or administers or
allows others to administer to him dangerous drugs in an attempt to
refresh his mind and body or as a form of play, amusement or relaxation;
and

•

The Drug dependent - one who regularly consumes or administers or
allows others to administer to him dangerous drugs and has acquired a
marked psychological and/or physical dependence on the drugs which has
gone beyond a state of voluntary control.

5.7.
Drug dependency - refers to a state of psychological and/or physical
dependence on drugs arising in a person following the administration or use of
a drug on a periodic and continuous basis.
5.8.
Drug dependency examination - refers to a procedure conducted
by a DOH-accredited physician to evaluate the extent or drug abuse of a
person and to determine whether he/she is a drug dependent or not, which
includes history taking, intake interview, determination of the criteria for drug
dependency, mental and physical status and the detection of dangerous drugs
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in body specimens through laboratory procedures.
5.9.
Drug dependent - refers to the HEIs with intensive and unrelenting
campaign against drug trafficking and use of dangerous drugs and has acquired
a marked psychological and/or physical dependence on the drugs which has
gone beyond a state of voluntary control.
5.10.
“Drug-free” campus - refers to the HEIs with intensive and
unrelenting campaign against drug trafficking and use of dangerous drugs
through an integrated system of planning, implementation and enforcement of
anti-drug policies, programs and projects, as shown by the following:
•

Non-availability of drug supply;

•

Absence of drug user/dependent;

•

Absence of drug pusher; and

•

Existence of drug awareness, preventive education and information,
and other related programs.

5.11.
Drug testing - the process undertaken to determine the presence
of dangerous drugs in a person’s system, to include both screening test and
confirmatory test.
5.12.
Drug Testing Coordinator - refers to the point person, duly
appointed by the head of the HEI tasked with handling drug testing program.
5.13.
Higher Education Institutions - refer to an institution of higher
primarily offering bachelor and advanced degree programs.
5.14.
Interventions - are therapeutic programs appropriate for high-risk
individuals/students who are using dangerous drugs and who need special
assistance to recognize the signs and symptoms of initial drug use and
dependency. It may include corrective or rehabilitative actions that may take
the form of crisis intervention, peer counseling of the individual or family level
and structured rehabilitation programs. It may also include medical intervention
of the afflicted student whenever necessary. Four (4) major modalities of
intervention that can be given, as established by the Department of Health
(DOH) are: (1) in-patient, (2) out-patient, (3) recover homes/half-way houses,
and (4) community-based interventions.
5.15.
Laboratory - refers to a private or government facility capable of
performing a test on a specimen to determine the presence or absence of
dangerous drugs therein.
5.16.
Mandatory drug testing - refers to the compulsory submission of a
student for drug testing in all HEIs as required in the school’s student handbook
and with notice to the parents.
5.17.
Mandatory Random Drug Testing - refers to the compulsory
conduct of random drug testing of students in all HEIs with each student having
equal chance of being selected for testing.
5.18.
Prevention - is the promotion of drug-free lifestyle through
strategies such as advocacy, information, dissemination, and training for
capability building.
5.19.
Random drug testing - refers to unannounced conduct of actual drug
testing of a student having an equal chance of being selected for testing.
5.20.
Random Selection - refers to the unbiased process of selecting
students who are to undergo drug testing.
5.21.
Screening drug test - refers to a rapid test performed to establish
potential or presumptive positive result. It refers to the immunoassay test to
eliminate a “negative” specimen. I.e. one without the presence of dangerous

181

drugs from further consideration and to identify the presumptively positive
specimen that requires confirmatory test.
5.22.
Student-Applicants - refer to students who are applying for
admission to a higher education institution either as freshman or a transferee of
an authorized higher education institution (HEI).
5.23.
Tertiary Education - refers to the stage of education following the
secondary cycle which subsumes post-secondary non-degree diploma, TVET
and Higher Education programs, including graduate education.
RULE VI
DEFINITION OF TERMS
Section 8. Pursuant to Section 36 (c) of RA 9165, all HEIs are mandated to
implement a mandatory random drug testing of their students, consistent with
these implementing guidelines and other relevant rules and regulations, after
observance of consultation and other similar requirements. For purposes of this
Section, the respective Governing Boards of all HEIs shall incorporate in the
Student’s Handbook a policy for the conduct of mandatory random drug testing
f the students including the manner and procedures thereof in line with the DDB
Regulation No. 3, s. 2009, the General Guidelines for the Conduct of Random
Drug Testing of Students for xxx Tertiary Schools, amending DDB Regulation
No. 6, s. 2003.
Section 9. Institutional Policy. The conduct of mandatory random drug testing
of students in all HEIs must have prior approval of the school’s governing
boards and passed through the necessary consultation process.
Section 10. Consultation. In the absence of a student council/government in
an HEI, representatives of not more than ten (10) shall be selected by the HEI
from the recognized student organizations to participate in the consultation.
Section 12. The HEIs shall present at the consultation the policy requiring
mandatory random drug testing of students.
Section 13. Consultation Period. The consultation must be completed not later
than the end of February of the Academic Year preceding the year that the
intended mandatory testing will be implemented.
Section 14. Only DOH-accredited drug facility, physician or private medical
practitioners shall conduct the necessary drug testing. If the HEI does not have
an accredited clinic, the HEI should partner with a DOH-accredited drug facility,
physician or private medical practitioners duly accredited to administer drug
testing.
Section 15. Drug Testing as a requirement for admission and retention. Aside
from mandatory random drug testing, a Higher Education Institution may in the
exercise of its institutional academic freedom include in the Student’s Handbook
a policy of mandatory drug testing of students as part of the school’s admission
and retention policies, after observance of consultation and other similar
requirements. In case the drug test yielded positive results, the HEI concerned
is not barred from admitting the student/applicant, unless there is a valid
reason not to admit such student/applicant on grounds other than the positive
finding as a result of the drug test.
Section 16. Conditions for Drug Testing as a requirement for admission and
retention. All HEIs may implement a mandatory drug testing as part of the
school’s admission and retention policy, provided that:
16.1. The mandatory drug testing shall be conducted in the same manner
as the random drug testing under DDB Board Regulation No. 6, s. 2003
and No. 3, s. 2009;
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16.2. In case the test result is confirmed positive, the Drug Testing
Coordinator shall conduct a conference and inform both the parent and
the student concerned;
16.3. The confirmed positive result shall not be a basis for disciplinary
action, unless the student concerned is held liable for some other
violations of the schools’ internal rules and regulations; and
16.4. If the student is found to be drug dependent, the appropriate sanction,
intervention, and/or rehabilitation, shall be imposed in accordance with
the schools’ Student Handbook and other applicable laws, rules and
regulations
RULE VII
CONFIDENTIALITY CLAUSE
Section 17. All HEIs shall guarantee the strict confidentiality and integrity of
the drug test results.
17.1. All records must be strictly be held confidential as provided for under
the pertinent provisions of RA 9165. The HEIs should also ensure the
provision of non-discriminatory intervention services.
17.2. In relation to Rule VIII hereof, the pertinent provisions of RA No. 10173
otherwise known as the “Data Privacy Act of 2012” and its Implementing
Rules and Regulations (IRR) shall be observed specifically Chapter III
of the Act which pertains to the “Processing of Personal Information” to
protect vital important interests of the data
RULE VIII
SANCTIONS
Section 18. In order to ensure compliance with this CMO, the Commission en
banc may, upon the recommendation of CHED Legal and Legislative Services
(LLS), impose appropriate sanctions depending on the nature and seriousness
of the violations thereof, in accordance with applicable laws, rules and
regulations.
Section 19. Any members of the faculty, administrator, or employee of the HEI
who violates the rules of confidentiality of the results of the drug tests shall, in
addition to the sanctions provided in the school policy, be liable under Section
72 of RA No. 9165 and other applicable laws.
Section 20. The refusal of the student to undergo drug testing under this CMO
shall be subject to appropriate actions in accordance with the schools’ Student
Handbook, provided that in no case shall such refusal to undergo drug testing
give rise to a presumption of drug use or dependency.
RULE IX
MONITORING AND REPORTING
The implementation of this CMO shall be periodically monitored by the
concerned CHED Regional Offices (CHEDROs) which shall thereafter submit a
corresponding report to CHED Central Office (CHED-CO) to ensure that the goal
for a “drug-free” environment in the campus is met.
Section 21. Higher Education Institutions (HEIs)
21.1. For regulatory purposes, subject to the provisions of the Data Privacy Act
of 2012 and its Implementing Rules and Regulations (IRR), all HEIs shall

183

submit to CHEDROs a compliance report on the drug testing activities
conducted on the students, indicating the names and number of students
who have already undergone testing, including among others the names
of the drug testing laboratories that conducted the test, as well as the
summary of the drug test results.
21.2. All HEIs shall establish a Drug-Free Committee (DFC) which shall
formulate their internal drug testing rules, which shall provide among
others, the drug education/awareness, prevention and control initiatives.
21.3. The HEIs through the Drug-Free Committee (DFC) shall monitor their
students to protect them from engaging in dangerous drug-related
activities, as well as those undergoing interventions, treatment or
rehabilitation.
21.4. The HEI shall designate the head of the DFC and the drug testing
coordinator (DTC) who shall implement the drug testing program in the
campus. The names and composition of the DFC shall be submitted to
CHEDROs.
21.4.1. The DFC shall have the following responsibilities:
1.

Compose the Selection board for the conduct of the drug testing
in the campus, with representation from the students, faculty and
parents as members.

2.

Closely coordinate with the concerned agencies to access official
list of DOH-accredited drug facilities, physicians or private medical
practitioners duly accredited to administer drug testing, and to
establish appropriate institution-level interventions if needed.

3.

Ensure the confidentiality and integrity of the drug test results and
handles the reportorial requirements and any relevant information
for submission to the CHEDROs.

4.

Recommend to the school’s governing board the appropriate
interventions, depending on the results of the drug testing.

5.

The DFC and the Guidance Counselors of HEIs shall be trained for
the purpose of enhancing their skills in handling the problems on
dangerous drug abuse.

RULE X
THE IMPLEMENTATION AND REPORTORIAL REQUIREMENTS UNDER
THESE GUIDELINES
Section 22. All heads of public and private HEIs, in collaboration with
the concerned CHEDROs, shall ensure and oversee the implementation of
Mandatory Random Drug Testing in accordance with these Guidelines.
Section 23. The CHEDROs shall prepare and submit reports annually, or at
any time if needed, to the Office of Student Development and Services (OSDS)
through the Office of the Executive Director (OED) on the implementation of
this CMO.
Section 24. The CHEDROs are mandated to disseminate these implementing
guidelines to the HEIs, conduct school visits, and monitor the conduct of actual
drug testing.
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RULE XI
FEE REQUIREMENT
Section 25. In relation to this CMO, all fees shall be in accordance with
pertinent DOH and DDB rules and regulations.
Section 26. The fee for drug testing prior to admission will be borne by the
student-applicant. The student-applicant may choose to be tested in any DOHaccredited drug facility or in the authorized facility of the HEI if any.
Section 27. In cases of drug testing in DOH-accredited HEI Clinic, the HEI
may determine the permissible rate for the drug testing fee, in accordance
with the DDB Regulation No. 01, s. 2004 entitled “Prescribed Drug Test Fee for
Government-Owned and Private Drug Testing Laboratories Accredited by the
Department of Health” and DDB Regulation No. 09, s. 2007 “Amending Board
Regulation No. 01, s. 2004.”
RULE XII
EFFECTIVITY
Section 30. This CMO shall take effects beginning Academic Year (AY) 20192020, after fifteen (15) days of its publication in the Official Gazette or in
newspaper of general circulation. The required copies of this CMO shall be filed
with the Office of the National Administrative Register (ONAR) of the U.P. Law
Center. This CMO shall remain in force and effect until revoked or amended
RULE XIII
TRANSITORY PROVISION
Section 31. All existing Higher Education Institutions (HEIs) shall be required
to fully comply with the provisions of this CMO beginning Academic Year (AY)
2019-2020. A Higher Education Institution (HEI) operating after the start of AY
2019-2020 shall comply with the provisions of this CMO, within one (1) year
after the start of the school year of its operation.
Issued this October 26 2018, Quezon City, Philippines.
For the Commission:			
(SGD) J. PROSPERO E. DE VERA III,DPA
Chairperson
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APPENDIX J
Republic Act No. 11053 - Anti-Hazing Act of 2018
Republic of the Philippines
CONGRESS OF THE PHILIPPINES
Metro Manila
Seventeenth Congress
Second Regular Session
Begun and held in Metro Manila, on Monday, the twenty-fourth day of July, two
thousand seventeen.
REPUBLIC ACT No. 11053
“An Act Prohibiting Hazing and Regulating Other Forms of Initiation
Rites of Fraternities, Sororities, and Other Organizations, and Providing
Penalties for Violations Thereof, Amending for the Purpose Republic
Act No. 8049, Entitled “An Act Regulating Hazing and Other Forms
of Initiation Rites in Fraternities Sororities, and Organizations and
Providing Penalties Therefor.”
Be it enacted by the Senate and House of Representatives of the Philippines in
Congress assembled:
Section 1. A new section to be denomintaed as Section 1 is hereby inserted in
Republic Act No. 8049, to read as follows:
“SECTION 1. Short Title. - This Act shall be known as sthe “Anti-Hazing Act of
2018”.
Section 2. Section 1 of the same Act is hereby amended to read as follows:
“Section 2. Definition of Terms. - As used in this Act:
“(a) Hazing refers to any act that results in physical or psychological suffering,
harm, or injury inflicted on a recruit, neophyte, applicant, or member as part of
an initiation rite or practice made as a prerequisite for admission or a requirement
for continuing membership in a fraternity, sorority, or organization including,
but not limited to paddling, whipping, beating, branding, forced calisthenics,
exposure to the weather, forced consumption of any food, liquor, beverage, drug
or other substance, or any other brutal treatment or forced physical activity
which is likely to adversely affect the physical and psychological health of such
recruit, neophyte, applicant, or member. This shall also include any activity,
intentionally made or otherwise, by one person alone or acting with others, that
tends to humiliate or embarrass, degrade, abuse, or endanger, by requiring a
recruit, neophyte, applicant, or member to do menial, silly, or foolish tasks.
“(b) Initiation or Initiation Rites refer to ceremonies, practices, rituals, or other
acts, weather formal or informal, that a person must perform or take part in
order to be accepted into fraternity, sorority, organization as a full-fledged
member. It includes ceremonies practices , rituals, and other acts in all stages of
membership in a fraternity, sorority, or organization.
“(c) Organization refers to an organized body of people which includes, but it is
not limited to, any club, association, group, fraternity, and sorority. This term
shall include the Armed Forces of the Philippines (AFP), the Philippine National
Police (PNP), the Philippine Miltary Academy (PMA), the Philippine National Police
Academy (PNPA), and other similar uniformed service learning institutions.
“(d) Schools refer to colleges, universities, and other educational institutions.”
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Section 3. A new section to be denominated as Section 3 is hereby inserted in
the same Act to readas follows:
Sec. 3. Prohibition on Hazing. - All forms of hazing shall be prohibited in
fraternities, sororities, and organizations in schools, including citizens’ military
training and citizens’ army training. This prohibition shall likewise apply to all
other fraternities, sororities, and organizations that are not school-based, such
as community-based and other similar fraternities, sororities and organizations:
Provide, That the physical, mental, and practices to determine and enhance the
physical, mental, and psychological fitness of prospective regular members of
the AFP and the PNP as approved by the Secretary of National Defense and
National Police Commission, duly recommended by the Chief of Staff of the AFP
and Director General of the PNP, shall not be considered as hazing purposes of
this Act: Provided, further, That the exemption provided herein shall likewise
apply to similar procedures and practices approved by the respective heads of
other uniformed learning institutions as to their prospective members, nor shall
this provision apply to any customary athletic events or other similar contests
or competitions or any activity or conduct that furthers a legal and legitimate
objective, subject to prior submission of a medical clearance or certificate.
“In no case shall hazing be made a requirement for employment in any business
or corporation.”
Section 4. Section 2 of the same Act is hereby amended to read as follows:
“Sec. 4. Regulation of School-Based Initiation Rites. Only initiation rites or
practices that do not constitute hazing shall be allowed: Provided, That:
“(a) A written application to conduct initiation rites shall be made to the proper
authorities of the school not later than seven (7) days prior to scheduled initiation
date;
“(b) The written application shall indicate the place and date of the initiation rites
and the names of the recruits, neophytes, or applicants to be initiated and the
manner by which they will conduct the initiation rites;
“(d) The initiation rites shall not last more than three (3) days;
“(e) The application shall contain the names of the incumbent officers of the
fraternity, sorority, or organization and any person or persons who will take
charge in the conduct of the initiation rites;
“(f) The application shall be under oath with a declaration that it has been
posted in the official school bulletin board, the bulletin board of the office of the
fraternity, sorority, or organization, and two(2) other conspicuous places in the
school or in the premises of the organization; and
“(g) The application shall be posted from the time of submission of the written
notice to the school authorities or head of organization and shall only be removed
from its posting three (3) days after the conduct of the initiation rites.
“The school, fraternity, sorority, or organization shall provide for their respective
bulletin boards for purposes of this section.
“Guidelines for the approval or denial of the application to conduct initiation
rites by a registered fraternity, sorority, organization shall be promulgated by the
appropriate school official not later than sixty (60) days after the approval of this
Act. The appropriate school authorities shall have the obligation to disapproved
the application to conduct initiation rites that do not conform with any of the
requirements of this section, and in unequivocal terms in a formal advice to the
fraternity sorority, or organization concerned, taking into consideration the safety
and security of participants in the activity.
“School officials shall have the authority to impose after due notice and summary
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hearing, disciplinary sanctions, in accordance with the school’s guidelines and
regulations on the matter, which shall include, but shall not be limited to,
reprimand, suspension, exclusion, or expulsion, to the head and all other officers
of the fraternity, sorority and organization which conducts an initiation without
first securing the necessary approval of the school as required under this section.
All members of the fraternity, sorority, or organization, who participated in the
unauthorized initiation rites, even if no hazing was conducted, shall also be
punished accordingly.
“In case the written application for the conduct of initiation rites contains false
or inaccurate information, appropriate disciplinary sanctions in accordance with
the school’s guidelines and regulations on the matter ranging from reprimand
to expulsion shall be imposed, after due notice and summary hearing, against
the person who prepared the application or supplied the false and inaccurate
information and to the head and other officers of the fraternity, sorority, or
organization concerned.”
Section 5. Section 3 of the same Act is hereby amended to read as follows:
Sec. 5. Monitoring of Initiation Rites.- The head of the school or an authorized
representative must assign at least two (2) representatives of the school to be
present during the initiation. It is the duty of the school representatives to see
to it that no hazing is conducted during the initiation rites and to document the
entire proceedings. Thereafter, said representatives who were present during the
initiation shall make a report of the initiation rites to the appropriate officials of
the school regarding the conduct of the said initiation: Provided, That if hazing is
still committed despite their presence, no liability shall attach to them unless it is
proven that they failed to perform an overt act to prevent or stop the commission
thereof.”
Section 6. A new section to be denominated as Section 6 is hereby inserted in
the same Act to read as follows:
Sec. 6. Registration of Fraternities, Sororities and Other Organizations. - All
existing fraternities sororities, and other organizations otherwise not created or
organized by the school but has existing members who are students or plans
to recruit students to be its member shall be required to register with the
proper school authorities before it conducts activities whether on or off-campus,
including recruitment of members.
“A newly established fraternity, sorority, or organization in a school shall
immediately register with proper school authorities during the semester or
trimester in which it was established or organized: Provided, That the new
fraternity, sorority, or organization has complied with the requirements prescribed
by the school in establishing a fraternity, sorority, or organization has complied
with the requirements prescribed by the school in establishing a fraternity,
sorority, or organization: Provided, further, That schools shall promulgate their
guidelines in the registration of fraternities , sororities, and organizations within
their jurisdiction not later than sixty (60) days from the approval of this Act.
“Upon registration, all fraternities, sororities, or organizations shall submit a
comprehensive list of members, which shall be updated not later than thirty (30)
days from the start of every semester or trimester, depending on the academic
calendar of the school.
“School official shall have the authority to impose, after due notice and summary
hearings, disciplinary penalties in accordance with the school’s guidelines and
regulations on the matter including suspension to the head and other officers of
the fraternity, sorority, or organization who fail to register or update their roster
of members as required under this section.
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“Failure to comply with any of the requirements in this section shall result in the
cacellation of the registration of the fraternity, sorority, or organization.”
Section 7. A new section to be denominated as Section 7 is hereby inserted in
he same Act to read as follows:
Sec. 7. Faculty Adviser. - Schools shall require all fraternities, sororities, or
organizations, as a condition to the grant of accreditation or registration, to
submit the name or names of their respective faculty adviser or advisers who
must not be members of the respective fraternity, sorority, or organization. The
submission shall also include a written acceptance or consent on the part of the
selected faculty adviser or advisers.
“The faculty advisers shall be responsible for monitoring the activities of the
fraternity, sorority, or organization is established or registered.
“In case of violation of any of the provisions of this Act, it is presumed that the
faculty adviser has knowledge and consented to the commission of any of the
unlawful acts stated therein.”
Section 8. A new section to be denominated as Section 8 is hereby inserted in
the same Act to be read as follows:
Sec. 8. Role of Educational Institutions. - The responsibility of schools to exercises
reasonable supervision in loco parentis over the conduct of its students requires
the diligence that prudent parents would employ in the same circumstances
when discriminating and protecting their children. To this end, it shall be the duty
of schools to take more proactive steps to protect its students from the dangers
of participating in activities that involve hazing.
“Schools shall implement an information dissemination campaign at the start of
every semester or trimester to provide adequate information to students and
parents or guardians regarding the consequences of conducting and participating
in hazing.
“An orientation program relating to membership in a fraternity, sorority, or
organization shall also be conducted by schools at the start of every semester
or trimester.
“Schools shall encourage fraternities, sororities, and organizations to engage in
undertakings that foster holistic personal growth and development and activities
that contribute to solving relevant and pressing issues of society.”
Section 9. A new section to be denominated as Section 9 is hereby inserted in
the same Act to read as follows:
Sec. 9. Registration of Community-Based and Other Similar Fraternities, Sororities,
or Organizations. - All new and existing community-based fraternities, sororities,
or organizations, including their respective local chapters, shall register with the
barangay, municipality, or city wherein they are primarily based.
“Upon registration, all community-based fraternities, sororities, or organizations
including their respective local chapters, shall submit a comprehensive list of
members and officers which shall be updated yearly from the date of registration.”
Section 10. A new section to be denominated as Section 10 is hereby inserted in
the same Act to read as follows:
“Sec. 10. Regulation of Initiation Rites for Community-Based Fraternities,
Sororities, or Organizations. - Only initiation rites or practices that do not
constitute hazing shall be allowed: Provided, That:
“(a) A written application to conduct the same shall be made to the punong
barangay in the barangay or municipal or city mayor in the municipality or city
where the community-based fraternity, sorority, or organization is based, not
later than seven (7) days prior to the schedules initiation date;

189

“(b) The written initiation shall indicate the place and date of the initiation rites
and the names of the recruits, neophytes, or applicants to be initiated;
“(c) Such written application shall further contain an undertaking that no harm or
any kind shall be committed by anybody during the initiation rites;
“(d) A medical certificate of the recruit, neophyte, or applicant must be attached
to the application to ensure fitness to undergo initiation when it involves physical
activity not failing under the definition of hazingas used in this Act;
“(e) The initiation rites shall not last more than three (3) days;
“(f) The application shall contain the names of the incumbent officers of the
community-based fraternity, sorority, or organization and any person or persons
who will take charge in the conduct of initiation rites;
“(g) The application shall be under oath with a declaration that it has been posted
on the official bulletin board of the barangay hall or the municipal or city hall
where the community-based fraternity, sorority or organization is based, and
the bulletin board of the office of the community-based fraternity, sorority or
organization; and
“(h) The application shall be posted from the time of submission of the written
notice to the punong barangay or municipal or city mayor and shall only be
removed from its posting three (3) days after the conduct of the initiation rites.”
Section 11. A new section to be denominated as Section 11 is here inserted in
the same Act to read as follows:
Sec. 11. Monitoring of Initiation Rites of Community-Based and All Similar
Fraternities, Sororities or Organizations. - The punong barangay of the barangay
or the municipal or city mayor of the municipality or city where community-based
fraternity, sorority or organization is based must assign at least two (2) barangay
or municipal or city officials to be present during the initiation and document the
entire proceedings. Thereafter, said representatives who are present during the
initiation shall make a report of the initiation rites to the punong barangay, or
the municipal or the city mayor regarding the conduct of the initiation: Provided,
That if hazing is still committed despite their presence, no liability shall attached
to them unless it is proven that they failed to perform an overt act prevent or
stop the commission thereof.”
Section 12. A new section to be denominated as Section 12 is hereby inserted
in the same Act to read as follows:
Sec. 12. Nullity of Waiver and Consent. - Any form of approval, consent, or
agreement, whether written or otherwise, or of an express waiver of the right to
object to the initiation rite or proceeding which consists of hazing, as defined in
this Act, made by a recruit, neophyte, or applicant prior to an initiation rite that
involves inflicting physical or psychological suffering, harm, or injury, shall be
void and without any binding effect on the parties.
“The defense that the recruit, neophyte, or applicant consented to being subjected
to hazing shall not be available to persons prosecuted under this Act.”
Section 13. A new section to be denominated as Section 13 is hereby inserted
in the same Act to read as follows:
“Sec. 13 Administrative Sanctions. - The responsible officials of the school, the
uniformed learning institutions, the AFP or the PNP may impose the appropriate
administrative sanctions, after due notice and summary hearing, on the person
or the persons charged under this Act even before their conviction.”
Section 14. Section 4 of the same Act is hereby amended to read as follows:
“Sec. 14. Penalties. - The following penalties shall be imposed:
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“(a) The penalty of reclusion perpetua and a fine of Three million pesos
(P3,000,000.00) shall be imposed upon those who actually planned or participated
in the hazing if, as a consequence of the hazing, death, rape, sodomy, or
mutilation results therefrom;
“(b) The penalty of reclusion perpetua and a fine of Two million pesos
(P2,000,000.00) shall be imposed upon:
“(1) All persons who actually planned or participated in the conduct of the hazing;
“(2) All officers of the fraternity, sorority, or organization who are actually present
during the hazing;
“(3) The adviser of a fraternity, sorority, or organization who is present when
the acts constituting the hazing were committed and failed to take action to
prevent the same from occurring or failed to promptly report the same to the law
enforcement authorities if such adviser or adviser or advisers can do so without
peril to their person or their family;
“(4) All former officers, nonresident members, or alumni of the fraternity,
sorority, or organization who are also present during the hazing: Provided, That
should the former officer, nonresident member, or alumnus be a member of
the Philippine Bar, such member shall immediately be subjected to disciplinary
proceedings by the Supreme Court pursuant to its power to discipline members
of the Philippine Bar: Provided, further, That should the former officer,
nonresident member, or alumnus belong to any other profession subject to
regulation by the Professional Regulation Commission (PRC), such professional
shall immediately be subjected to disciplinary proceedings by the concerned
Professional Regulatory Board, the imposable penalty for which shall include, but
is not limited to, suspension for a period of not less than three (3) or revocation
of the professional license. A suspended or revoked professional license pursuant
to this section may be reinstated upon submission of affidavits from at least three
(3) disinterested persons, good moral certifications from different unaffiliated
and credible government, religious, and socio-civic organizations and such other
relevant evidence to show that the concerned professional has become morally
fit for readmission into the profession: Provided, That said readmission into
the profession shall be subject to the approval of the respective Professional
Regulatory Board;
“(5) Officers or members of a fraternity, sorority, or organization who knowingly
cooperated in carrying out the hazing by inducing the victim to be present
thereat; and
“(6) members of the fraternity, sorority, or organization who are present during
the hazing when they are intoxicated or under the influence of alcohol or illegal
drugs;
“(c) The penalty of reclusion temporal in its maximum period and a fine of One
million pesos (P1,000,000.00) shall be imposed upon all persons who are present
in the conduct of the hazing;
“(d) The penalty of reclusion temporal and fine of One million pesos
(P1,000,000.00) shall be imposed upon former officers, nonresident member,
alumni of the fraternity, sorority, or organization who, after the commission of any
of the prohibited acts prescribed herein, will perform any act to hide, conceal, or
otherwise hamper or obstruct any investigation that will be conducted thereafter:
Provided, That should the former officer, nonresident member, or alumnus be a
member of the Philippine Bar, such member shall immediately be subjected to
disciplinary proceedings by the Supreme Court pursuant to its power to discipline
members of the Philippine Bar: Provided, further, That should the former officer,
nonresident members, or alumnus belong to any other profession subject to
regulation by the PRC, such professional shall immediately be subjected to
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disciplinary proceedings by the concerned Professional Regulatory Board, the
imposable penalty for which shall include, but is not limited to, suspension for a
period of not less than three (3) years or revocation of the professional license
pursuant to this section may be reinstated upon submission of affidavits from
at least three (3) disinterested persons, good moral certifications from different
unaffiliated and credible government, religious, and socio-civic organizations,
and such other relevant evidence to show that the concerned professional has
become morally fit for readmission into the profession: Provided, That said
readmission into the profession shall be subject to the approval of the respective
Professional Regulatory Board.”
“(e) The penalty of prision correccional in its minimum period shall be imposed
upon any person who shall intimidate, threaten, force, or employ, or administer
any form of vexation against another person for the purpose of recruitment in
joining or promoting a particular fraternity, sorority, or organization.
The persistent and repeated proposal or invitation made to a person who had twice
refused to participate or join the proposed fraternity, sorority, or organization,
shall be prima facie evidence of vexation for purposes of this section; and
“(f) A fine of One million pesos (P1,000,000.00) shall be imposed on the school
if the fraternity, sorority, or organization filed a written application to conduct an
initiation which was subsequently approved by the school and hazing occurred
during the initiation rites or when no representatives from the school were
present during the initiation as provided under Section 5 of this Act: Provided,
That if hazing has been committed in circumvention of the provisions of this Act,
it is incumbent upon school officials to investigate motu propio and take an active
role to ascertain factual events and identity witnesses in order to determine
the disciplinary sanctions it may impose, as well as provide assistance to police
authorities.”
“The owner or lessee of the place where hazing is conducted shall be liable as
principal and penalized under paragraphs (a) or (b) of this section, when such
owner or lessee has actual knowledge of the hazing conducted therein but failed
to take any action to prevent the same from occurring or failed to promptly report
the same to the law enforcement authorities if they can do so without peril to
their person or their family. If the hazing is held in the home of one of the officers
or members of the fraternity, sorority, or organization, the parents shall be held
liable as principals and penalized under paragraphs (a) or (b) hereof when they
have actual knowledge of the hazing conducted therein but failed to take any
action to prevent the same from occurring or failed to promptly report the same
to the law enforcement authorities if such parents can do so without peril to their
person or their family.
“The school authorities including faculty members as well as barangay,
municipal, or city officials shall be liable as an accomplice and likewise be held
administratively accountable for hazing conducted by the fraternities, sororities,
other organizations, if it can be shown that the school or barangay, municipal,
or city officials allowed or consented to the conduct of hazing, but such officials
failed to take any action to prevent the same from occurring or failed to promptly
report to the law enforcement authorities if the same can be done without peril
to their person or their family.
“The presence of any person, even if such person is not a member of the
fraternity, sorority, or organization, during the hazing is prima facie evidence of
participation therein as a principal unless such person or persons prevented the
commission of the acts punishable herein or promptly reported the same to the
law enforcement authorities if they can do so without peril, to their person or
their family.
“The incumbent officers of the fraternity, sorority, or organization concerned shall
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be jointly liable with those members who actually participated in the hazing.
“Any person charged under this Act shall not be entitled to the mitigating
circumstances that there was no intention to commit so grave a wrong.
“This section shall apply to the president, manager, director, or other responsible
officer of businesses or corporations engaged hazing as a requirement for
employment in the manner provided herein.
“Any conviction by final judgement shall be reflected on the scholastic record,
personal, or employment record of the person convicted, regardless of when the
judgment conviction has become final.”
Section 15. A new section to be denominated as Section 15 is hereby inserted
in the same Act to read as follows:
Section 15. Implementing Rules and Regulations. (IRR). - The Commission on
Higher Education (CHED), together with the Department of Education (DepED),
Department of Justice (DOJ), Department of the Interior and Local Government
(DILG), Department of Social Welfare and Development (DSWD), AFP, PNP, and
National Youth Commission (NYC), shall promulgate the IRR within ninety (90)
days from the effectivity of this Act.”
Section 16. Separability Clause. - If any provision or part of this Act is declared
invalid or unconstitutional, the other parts or provisions hereof shall remain valid
and effective.
Section 17. Repealing Clause. - Republic Act No. 8049 and all other laws,
decrees, executive orders, proclamations, rules or regulations, or parts thereof
which are inconsistent with or contrary to the provisions of this Act are hereby
amended or modified accordingly.
Section 18. Effectivity Clause. - This Act shall take effect fifteen (15) days after
its publication in the Official Gazette or in at least two (2) national newspaper of
general circulation.
Approved,
PANTALEON D. ALVAREZ
Speaker of the House of Representatives
AQUILINO “KOKO” PIMENTEL III
President of the Senate
This Act which is a consolidation of Senate Bill No. 1662 and House Bill No. 6573
was passed by the Senate and the House of Representatives on March 12, 2018
and March 13, 2018, respectively.
CESAR STRAIT PAREJA
Secretary General
House of Representatives
LUTGARDO B. BARBO
Secretary of Senate
Approved: June 29, 2018
RODRIGO ROA DUTERTE
President of the Philippines
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APPENDIX K
CHED Memorandum Order 04 Series of 1995
Preventive Measures against Violence and
Sanctions on Fraternities and other Student
Organizations
COMMISSION ON HIGHER EDUCATION
OFFICE OF THE PRESIDENT OF THE PHILIPPINES
January 25, 1998
CHED Order No. 4, 1995
PREVENTIVE MEASURES AGAINST VIOLENCE AND SANCTIONS ON
FRATERNITIES AND OTHER STUDENT ORGANIZATIONS
TO: CHED Regional Directors
Head of Private Schools, Colleges and Universities
Presidents of State Colleges and Universities

1.

The fundamental law of the land requires the state through its instrumentalities,
in particular the educational agencies, to promote the physical, intellectual
and social wellbeing of the youth, the students. They are encouraged to go
to schools of all levels to utilize their God-given talents for self development
and, collectively, for nation- building. They are encouraged further to join all
kinds of organizations that foster camaraderie and instill brotherhood.

2.

Historically, fraternities were founded to promote camaraderie among groups
of people, including students in colleges and universities. Fraternities and
other student organizations must serve to forge not only brotherhood as the
ultimate bonding of all men and women inside and outside the confines of
universities, but must exist to preserve the value of human life. Their talents
and energies must be channeled and utilized for collective development.

3.

Recent events involving fraternities tend to erode the moral values
inculcated by parents and the educational institution. Students’ dedication to
study, respect for authority, and observance of the rules and regulations of
educational institutions are ignored. Existing laws and other administrative
issuances seem not enough to deter some students to inflict physical and
mental injuries on others and, in so many instances, cause the loss of life
of students.

4.

In order to have an atmosphere of brotherhood among fraternities and other
student organizations, all educational institutions of higher learning are
encouraged to promote programs and projects that will produce responsible
students and will instill the value of human life for a productive future.
The following preventive measures are therefore suggested:
4.1. Monthly meetings of heads of fraternities in a Council of Equal.;

4.2. Regular gatherings of fraternities’ members through sports, cultural

events and joint community projects where there are cross membership.

4.3. Reporting a potential conflict to the head of the fraternity as a standard
procedure; the head in turn will patch it up with his counterpart.

4.4. Internal policing by the fraternities themselves.
4.5. Long-term re-orientation of the role of fraternity to move away from
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macho conflicts into a society of brotherhood that stresses studies,

productivity, creativity, and sense of community and nationhood.

4.6. More interaction between the School Administration and the fraternities.
4.7. Informing parents about the participation of their children in fraternities.
4.8. Use of the fraternity alumni members to counsel resident members.
4.9. Oblige fraternities to observe ethical code in their organizational vision

and objectives which should include a commitment to solve problems
in a peaceful and friendly way.

5.

In order to deter violence among fraternities the following sanctions shall be
strictly carried out:

5.1. Automatic expulsion of any fraternity member for:
A.
B.
C.

Starting or taking the offensive action that clearly provokes
violence.
Carrying of knives, sticks, pipes, guns, and other deadly weapons
in schools.
Extortion.

5.2. 60 days suspension of all officers of a fraternity found guilty of acting
action that will provoke violence.

5.3. Suspension of guilty fraternity for one year for the first offense and
permanent ban for the next offense.

6.

Higher Education institutions must fully assume authority and responsibility in
dealing with fraternities and other students’ aggradations. They are enjoined
to closely monitor and supervise the enumerated preventive measures and
sanctions herein above stated.

7.

Immediate dissemination for this order is desired.

(SGD.) RICARDO T. GLORIA
Chairman
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APPENDIX L
Anti-Bullying Policy
1.

Statement of Policy
De La Salle-College of Saint Benilde is committed to providing a safe and
caring environment that is free from disruption, violence and any form of
harassment to ensure that the students develop their full potential. The
College recognizes that the basic foundation in the prevention of bullying
is a positive school culture and an atmosphere that appreciates uniqueness
and diversity and is based on inclusivity and respect among members of the
community.

2.

Definition of Terms
Bullying refers to any severe, or repeated use by one or more students of
a written, verbal or electronic expression, or a physical act or gesture, or
any combination thereof, directed at another student that has the effect
of actually causing or placing the latter in reasonable fear of physical or
emotional harm or damage to his property; creating a hostile environment
at school for the other student; infringing on the rights of another student
at school; or materially and substantially disrupting the education process or
the orderly operation of a school; such as, but not limited to, the following:
1.

Any unwanted physical contact between the bully and the victim like
punching, pushing, shoving, kicking, slapping, tickling, headlocks,
inflicting school pranks, teasing, fighting and the use of available objects
as weapons;

2.

Any act that causes damage to a victim’s psyche and/or emotional
wellbeing;

3.

Any verbal statement or accusation that causes the victim undue
emotional distress like directing foul language or profanity at the target,
name-calling, tormenting and commenting negatively on victim’s looks,
clothes and body;

4.

“Cyber- bullying” or any bullying done through the use of technology or
any electronic means. The term shall also include any conduct resulting
to harassment, intimidation, or humiliation, through the use of other
forms of technology, such as, but not limited to texting, email, instant
messaging, chatting, Internet, social media, online games, or other
platforms or formats.; and

5.

The term “bullying” shall also include:
a.
b.
c.
d.
e.
f.
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Social bullying refers to any deliberate, repetitive and aggressive
social behavior intended to hurt others or to belittle another
individual or group.
Gender-based bullying refers to any act that humiliates or excludes
a person on the basis of perceived or actual sexual orientation and
gender identity.
Bully refers to any student who commits acts of bullying.
Victim refers to any student who experiences the acts of bullying.
Witness refers to any person who witnessed or has personal
knowledge of any actual or perceived acts or incidents of bullying.
Student refers to a person who is currently enrolled in any program
being offered by the college.

3.

Jurisdiction Over Acts of Bullying
Complaints for violation of this policy shall be within the jurisdiction of the
Office of Student Behavior (OSB).

4.

5.

Procedure for Immediate Response on and Proper Handling of
Bullying Cases
A.

The bullying victim or anyone who witnessed the bullying or has
information about a bullying incident should immediately report the
incident to any OSB personnel, school administrator, faculty, staff or
third party service provider.

B.

Upon receipt of report, the school personnel, must intervene by:
a.

Stopping the bullying immediately;

b.

Separating the students involved;

c.

Removing the victim, or in appropriate cases, the perpetrator of the
bullying from the site;

d.

Ensure the safety of the students involved (if necessary, the
student/s must be brought to the clinic for immediate medical
attention).

e.

e. The student who did the acts of bullying should be brought to the
Office of Student Behavior for initial investigation.

Reporting System for Bullying Cases
Victim/s or witness/es may report the incident to OSB in the following ways:
a.

By filing a written report (through Incident Report Form);

b.

By sending an e-mail where students can report immediately using
their mobile phone or computer and anonymously to dispel fears of
retaliation;

c.

By seeking assistance from their class officers or Central Student
Government representatives;

d.

By reporting to the adult companion and/or driver any acts of bullying
that takes place in a College-owned vehicle (the adult companion and/
or driver must then report the incident to OSB);

Note: When a bullying incident involves student/s from another school, the
said school’s administrators will be notified for appropriate action.
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APPENDIX M
General Dress Code Policy
Rationale
It is the goal of the College to establish and maintain a high quality learning
environment. To that end, students are expected to dress in a manner that
provides for adequate safety while inside the Benilde campus. The College hopes
to instill in students an understanding of and adherence to appropriate dress for
a professional environment as they prepare for their future career.
Students wearing clothing that is disruptive to the learning environment or
hampers their own and others’ safety, as determined by the schools and its faculty
members, will be asked to change clothing and may be subject to discipline
should they refuse. These guidelines are not intended to be all-inclusive. The
schools have the authority to determine clothing is disruptive to learning or
impacts safety.
General Guidelines
1.

This policy applies to both males and females.

2.

A good rule of thumb regarding this dress code is: When in doubt about an
item being inappropriate, DO NOT WEAR IT.

3.

Religious clothing used in relation to a religious practice/tradition is allowed.

4.

Any clothing that bears images or text that are deemed offensive (e.g.
profanities, pornographic material, etc.) is considered inappropriate.

5.

See-through or overly revealing garments are prohibited. Fabrics that are
too tight are also prohibited.

6.

Tops/Shirts/Blouses
Must not reveal underclothing, midsection, torso, back, chest, and breasts.
If sleeveless, shoulder straps should be at least one (1) inch thick and the
cuff should not reveal underclothing.

7.

Skirts/Shorts
Length should not be shorter than the tip of the middle finger when placed
against the sides of the body in a standing position.

8.

Pants
Torn or slashed materials or fabrics are accepted provided that the tear
must not be shorter than the of the middle finger when placed against the
sides of the body in a standing position.

9.

Shoes/Footwear
Must not detract from or interfere with the learning environment or present
a safety or health hazard. Rubber slippers are not allowed.
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Disclaimer: For illustration purposes only. For more information and
detailed visual description, please visit the Office of Student Behavior for
the implementing rules and regulations on the dress code.
199

Disclaimer: For illustration purposes only. For more information and
detailed visual description, please visit the Office of Student Behavior for
the implementing rules and regulations on the dress code.
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APPENDIX M-1
SHRIM Student Dress Code and Grooming Policy
Corporate Attire Guidelines
For School of Hotel, Restaurant and Institutional Management (SHRIM) students,
corporate attire is the standard attire for all general education courses.
For Men
Shirt
•
White long-sleeved men’s office shirt only.
•
Must be properly fitted and must be worn completely tucked in at all times.
•
Sleeves must never be rolled up and must always be buttoned at the cuffs.
Necktie
•
Official SHRIM black and yellow designed necktie only (no cartoon or trendy
styles).
•
The tip of the necktie must end at the mid-belt buckle area.
•
A neck clip may be worn.
Undershirt
•
Plain white undershirt only.
•
Must be properly fitted, neat, clean, and free of rips, tears and holes.
Pants
•
Plain black men’s office pants only (no tight-fitting, baggy, or trendy style
pants).
•
Must be neatly hemmed down to the shoe heel.
•
A black leather belt must be worn and must be clearly visible at all times.
Socks
•
Plain black men’s office socks only.
Shoes
•
Plain black men’s leather dress/office shoes only.
•
Maximum heel height is one-and-a-half inches
•
Must be polished and free from scuff at all times.
For Women
Blouse
•
Plain white long-sleeved stiff-collared corporate blouse (with collar worn
over the coat) or office dress shirt.
•
Must be properly fitted and must be worn completely tucked in at all times.
•
No hanging and tight-fitting blouses.
•
Sleeves must never be rolled up and must always be buttoned at the cuffs.
•
Only the top two buttons from the neckline may be left unfastened.
Cravat
•
Official SHRIM black and yellow designed cravat only.
Skirts
•
Below-the-knee plain black straight-cut office skirts only.
•
Knees should not be visible when the wearer is in a standing position.
•
There should be a three-inch walking vent in the back of the skirt for ease
of movement.
•
The skirt’s waistband must be clearly visible at all time.
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Stockings
•
Skin-toned stockings only.
•
Must be free of snags, tears, and holes.
Shoes
•
Plain black women’s dress shoes (leather pumps) only (no open-toed, slingback, flat, pencil-heeled, step-ins, strappy, or trendy shoe styles).
•
Minimum heel height is one inch, maximum is two inches.
•
Must be polished and free from scuff at all times.
Note: No cross-dressing is allowed for both males and females.
Executive Attire Guidelines
The following dress code applies for SHRIM Hospitality Management and Travel
Management subjects (except Food Systems and Bar Management)
•
•

Black business coat for men must worn over the corporate attire for men.
Black corporate coat for women worn over the corporate attire for women.

International Hospitality Management Uniform Standards
•

Same as executive attire described above. However, Vatel neckties and
cravats must be worn by men and women, respectively.

Food and Beverage Service Systems, Bar Management, and Wine
Appreciation Uniform Standards
For
•
•
•

Men
White long-sleeved corporate shirt tucked into black pants with black belt.
Black bowtie secured at the collar.
Black socks and shoes.

For Women
•
White long-sleeved collared corporate women’s blouse tucked into kneelength black skirt.
•
Black vest as designed by SHRIM worn over the blouse.
•
Black bowtie secured at the collar.
•
Skin-toned stockings and black dress shoes.
Culinary Arts Grooming and Uniform Standards
For
•
•
•
•
•
For
•
•
•
•
•
•

Men
As provided by SHRIM.
All buttons must be properly fastened.
Plain white inner shirt (no prints).
Properly tied white kerchief, white apron, and white toque (toque and aprons
must be removed during lecture classes and when leaving the AKIC Campus).
Solid black clogs with black or white socks.
Women
As provided by SHRIM.
All buttons must be properly fastened.
Properly tied white kerchief, white apron, and white toque (toque and aprons
must be removed during lecture classes and when leaving the AKIC Campus).
Solid black clogs with black or white socks.
No jewelry.
Minimal make-up during laboratory classes.

Note: Culinary Arts laboratory uniforms should not be mixed and matched with
Hatchery uniforms.
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General Grooming Guidelines
For
•
•
•
•
•
•
•
•
•
•
•
•
•

Men
Hair
Short, neat, and well-groomed.
Must not touch the ears and the shirt collar.
Sideburns must be neatly trimmed and cut straight above the mid-ear level.
Neatly combed, styled, and kept away from the face.
No bangs.
No loose or wispy hair strands.
Light hair gel, mousse, or setting lotion may be used to keep hair in place.
No hair bands.
Conservative hairstyles only. No semi- or full skinheads, spiked hair, or
trendy hair styles.
Must be at least one-inch long at the top-side.
No colored or tinted/highlighted hair.
Clean-shaven at all times. No facial hair.

Makeup
•
No makeup, lipstick, face powder, or similar facial aids that alter the natural
skin color.
Nails
•
Short and trimmed to the nail bed. No nail polish.
Jewelry
•
Students may choose to wear any or all of the following
•
one wristwatch;
•
one ring of simple design without stone setting; and/or
•
one necklace of simple design worn under the shirt collar and hidden from
view.
The
•
•
•
•
•

following items are not allowed:
Earrings
Bracelets/anklets
Wristbands of any material
Body piercings or exposed tattoos
Caps and other casual headgears

For Women
Hair
•
Short (shoulder length or shorter) hair must be neatly combed, styled, and
kept away from the face by clips.
•
Long (beyond shoulder length) hair must be ponytailed, braided, or tied into
a neat bun.
•
Neatly combed, styled, and kept away from the face.
•
No bangs.
•
No loose or wispy hair strands.
•
A simple black satin, silk, plastic, or velvet hairband or black clips may be
used to put hair in place.
•
Light hair gel, mousse, or setting lotion may be used to keep hair in place.
•
No semi- or full skinheads, spiked hair, or trendy hair styles.
•
No colored or tinted/highlighted hair.
Makeup
•
Light makeup only.
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Nails
•
Short with natural-tone nail polish only (no nail polish for Culinary/Nutrition/
Chemistry laboratory classes).
Jewelry
Students may choose to wear any or all of the following items:
•
one set of stud earrings placed at the lower ear lobe
•
one wristwatch
•
one gold-tone or silver-tone bracelet
•
one necklace of simple design worn under the shirt or blouse collar
•
one ring of simple design with or without stone setting.
The
•
•
•
•

following items are not allowed:
anklets
wristbands of any material
body piercing or exposed tattoos
caps and other casual headgears

Note: For more information and detailed visual description, see your Program
Chairperson/Coordinator.
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APPENDIX M-2
SMIT, SMS, SDEAS Dress Code
Rationale
The School of Deaf Education and Applied Studies (SDEAS), School of Diplomacy
and Governance (SDG), and School of Management and Information Technology
(SMIT) of De La Salle-College of Saint Benilde acknowledge the need for
impression management. Projecting a professional image is an important skill
which needs to be developed among students. Knowing how to dress in the
corporate world will prepare students to make the desired impression which will
help in establishing interpersonal relations and professional networks.
eXtraOrdinary Monday Guidelines

1.

The first Monday of every month is designated as eXtraOrdinary Mondays for
SDEAS, SDG, and SMIT students.

2.

All SDEAS, SDG, and SMIT students are required to be in business attire on
eXtraOrdinary Mondays.

3.

In the event that the first Monday of the month falls on the midterm or
final exam week or on a declared holiday, eXtraOrdinary Mondays would be
waived.

General Guidelines
1.

SDEAS students are expected to adhere to Benilde’s General Dress Code on
all school days, except on eXtraOrdinary Mondays and on the third Monday
of every month (when they must be in business attire).

2.

SDG students must wear smart casual attire on Mondays to Wednesdays.
They are expected to adhere to Benilde’s General Dress Code on the rest of
their school days, except on eXtraOrdinary Mondays (when they must be in
business attire).

3.

SMIT students are expected to adhere to Benilde’s General Dress Code on
all school days, except on eXtraOrdinary Mondays (when they must be in
business attire).

4.

The wearing of the sports attire is not allowed inside the classrooms, outside
of P.E. class time.

5.

SDEAS, SDG, and SMIT are one with the College in highlighting the need to
maintain professionalism at ALL times. Faculty and personnel are requested
to remind students that the initiative to form students’ sense of dressing
shall be applied to all male and female students, regardless of sexual
orientation. To preserve the integrity of this policy, cross-dressing, defined
as the wearing of attire (clothing, accessories, and shoes, etc.) designed
for the opposite sex, is not encouraged. All students of SDEAS, SDG, and
SMIT will follow the no cross-dressing policy on all school days, including on
eXtraOrdinary Mondays.

205

Business Attire Guidelines
For Males
Option 1
•
Long-sleeved office polo with collar, in solid color or pinstripes (acceptable
colors are white, black, pastel, and earth tone neutrals)
•
Coat is preferred but not required, in solid color or pinstripes only (no loud
prints or torn hems or seams)
•
Necktie, in solid colors or pinstripes only (no cartoons or large and loud
patterns)
Option 2
•
Long-sleeved office barong with short- or long-sleeved white undershirt
•
Vests, cardigans, or sweaters in neutral colors are allowed (no sports jackets
or hoodies)
•
Pants: black or blue, straight cut only (no fit or skin-tight pants/trousers and
no khaki or printed pants)
•
Shoes: black or brown closed leather shoes (no topsiders)
•
Belt: leather belt matching the color of shoes
•
Socks: office dress socks (no ankle or sports socks)
•
Accessories: no earrings, caps, and bonnets
•
Hair: neat and tamed (long hair should be tied back)
For Females
Option 1
•
Business attire skirt/dress (straight cut, pencil cut, or A-line), with maximum
length of two inches from the knees
Option 2
•
For slacks: straight cut. (No fit or skin-tight pants/ trousers.)
•
Collared blazer, in solid color or pinstripes (no loud prints, embellishments,
or torn seams; no sports jackets or hoodies)
•
Shoes: office shoes, closed toe or peep-toe, with at least one-inch heels (no
platform heels, wedges, flat shoes, or open-toe shoes)
•
Stockings: optional, in solid skin-tone or black colors only
•
Accessories: optional (no dangling earrings, caps, and bonnets)
•
Hair: tied back or brushed back from the face
•
Makeup: optional (minimal to moderate amounts are encouraged)
Smart Casual Attire Guidelines
For
•
•
•

Male
Slacks
Long or short-sleeved polo shirt with collar, in solid colors or pinstripes
Closed leather shoes

For
•
•
•
•

Females
Dress with sleeves, knee-length
Slacks/skirt
Long or short-sleeved polo shirt with collar, in solid colors or pinstripes
Closed leather shoes, flats or with heels, or formal wear sandals

Note: For your reference, picture guides for this policy will be displayed near the
gates of the Taft Campus. For more information and detailed visual description,
see your Program Chairperson/Coordinator.
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APPENDIX M-3
Dress Code for Special Occasions or Gatherings and
Other School- or College-Sponsored Activities
Students are expected to dress appropriately, in accordance with established
norms of decency, during special occasions or gatherings and other school- or
College-sponsored activity.
Clearance must be secured from the Office of Student Behavior (OSB) should
students need to wear certain attires for a specific purpose (e.g. costume for
play or performances).
For graduation ceremonies, the following is the required attire for students and
guests:
For Men
Slacks and a long-sleeved shirt with tie, or barong.
For Women
Dress or skirt, blouse, and formal shoes (with not-too-high heels).
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APPENDIX N
Guidelines for Lost and Found Items
Benilde advocates honesty and recognizes the value of lost and found items
in the campus. It has designated the Office of Student Behavior (OSB) as the
temporary repository for the safekeeping of the lost and found items within the
campus premises.
The OSB Lost and Found Section provides the proper channel for returning lost
items where they can eventually be retrieved by owners. It ensures the proper
implementation of College policies, rules and regulation relating to items lost and
found within the campus.
The Lost and Found Section operating hours are:
Receiving period – 7:00 a.m. to 9:00 p.m.
Releasing period – 8:00 a.m. to 5:00 p.m.
PERSON
RESPONSIBLE

Finder
OSB Associate
Finder
OSB Associate
Claimant

Officer-in-charge

Owner

OSB Operations
Assistant

OSB Head
Department of
Student Life
OSB Operations
Assistant
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LOST AND FOUND ACTIVITY

1.

Endorses the lost and found item to the OSB
Lost and Found Section
2. Receives the endorsed item. When a Benilde ID
is included, details are encoded in the ID bank
by the officer-in-charge for references
3. Records the item description in the lost and
found log sheet.
4. Stores the item in the lost and found cabinet for
safekeeping
5. Inquires/verifies if the item was endorsed to the
Lost and Found Section
6. Verifies if the claimant is the owner of the item.
6.1. If the item is not in the Lost and Found
Section, the owner is advised to return for
follow-up.
6.2. Releases the item to the claimant after
proper identification and verification
7. Receives the item. In case of incomplete item
or missing money, further investigation is
conducted. For questionable items such as illegal
substance or prohibited materials, the item is
withheld and the owner is investigated.
8. Verifies the items endorsed by the officer-incharge in the AKIC Campus and SDA Campus.
9. Encodes the list of unclaimed items after 30
days of safekeeping in the three (3) campuses.
10. Submits the list to the OSB Head.
11. Submits to the DSL Secretary the lists of
unclaimed lost and found items from the three
(3) campuses for information dissemination.

12. Posts the announcement on the List of Unclaimed
Lost and Found Items visa the Benilde mail.

13. Turns over all the unclaimed items to the General
Administrative Services Department and all the
cash to the Finance Department after the 30-day
holding period.

APPENDIX O
Republic Act No. 7877
Anti-Sexual Harrassment Act of 1995
Sec.1.

Title. This Act shall be known as the “Anti-Sexual Harassment Act of
1995.”

Sec.2.

Declaration of Policy. The state shall value the dignity of every
individual, enhance the development of its human resources,
guarantee full respect for human rights and uphold the dignity of
workers, employees, applicants for employment, students or those
undergoing training, instruction or education.
Towards this end all forms of sexual harassment in the employment,
education or training environment are hereby declared unlawful.

Sec.3.

A.

B.

Work, Education or Training Harassment Defined. Work-,
education- or training-related sexual harassment is committed by
an employer, employee, manager, supervisor, agent of the employer,
teacher, instructor, professor, coach, or any other person, who, having
authority influence or moral ascendancy over another in a work or
training or education environment, demands, requests or otherwise
requires any sexual favor from the other, regardless of whether the
demand, request, require for submission is accepted by the object of
said Act.

In a work-related environment or employment, sexual harassment is
committed when:
•

The sexual favor is made as a condition in the hiring or in the
employment, re-employment or continued employment of an individual
with favorable compensation, terms, conditions, promotions, or
privileges; or the refusal to grant the sexual favor resulting in the
limiting, segregating or classifying of the employee, which in any way
would discriminate, deprive or diminish employment opportunities or
otherwise adversely affect the said employee.

•

The above acts impair the employee’s rights or privileges under
existing labor laws.

•

The above acts result in an intimidating, hostile, or offensive
environment for the employee.

In an education or training environment, sexual harassment is committed:
•

Against one who is under the care, custody or supervision of the
offender.

•

Against one whose education, training, apprenticeship or tutorship is
entrusted to the offender.

•

When the sexual favor is made as a condition to the giving of a passing
grade, or the granting of honors and scholarships or the payment of a
stipend, allowance or other benefits, privileges, or considerations.

•

When the sexual advances result in an intimidating, hostile or offensive
environment for the student, trainee or apprentice.
Any person who directs or induces another to commit any act of sexual
harassment as herein defined, or who cooperates in the commission
thereof by another without which it would not have been committed
shall also be held liable under this Act.
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Sec.4. Duty of the Employer or Head of Office in a Work-related, Education

or Training Environment. It shall be the duty of the employer or the head
of the work-related, educational or training environment or institution
to prevent or defer the commission of acts of sexual harassment and to
provide the procedures for the resolution, settlement or prosecution of acts
of sexual harassment. Towards this end, the employer or head of office
shall:
A.

Promulgate appropriate rules and regulations in consultation with and
jointly approved by the employees or students or trainees, through
their duly designated representatives, prescribing the procedures for
the investigation of sexual harassment cases and the administrative
sanctions therefore.
Administrative sanctions shall not be a bar to prosecution in the
proper courts for unlawful acts of sexual harassment. The said rules
and regulations issued pursuant to this sub-section (a) shall include,
among others, guidelines on proper decorum in the workplace and
educational or training institutions.

B.

Create a committee on decorum and investigation of cases on sexual
harassment.
The committee shall conduct meetings as required with the officers,
employees, teachers, instructors, professors, coaches, trainers,
students and trainees to increase understanding and prevent incidents
of sexual harassment. It shall conduct the investigation of alleged
cases constituting sexual harassment.
In the case of a work-related environment, the committee shall
be composed of at least one (1) representative each from the
management, the union (if any), the employees from the supervisory
rank, and from the rank and file employees.
In the case of the educational or training institutions, the committee
shall be composed of at least one (1) representative from the
administration, the trainers, teachers, instructors, professors or
coaches, and students or trainees, as the case may be.
The employer or head of the office, educational or training institutions
shall disseminate or post a copy of this Act for the information of all
concerned.

Sec.5. Liability of the Employer, Head of Office, Educational or Training

Institution. The employer or head of the office, educational or training
institution shall be solidly liable for damages arising from the acts of
sexual harassment committed in the employment, education or training
environment if the employer or head of the office, educational or training
institution is informed of such acts by the offended party and no immediate
action is taken thereon.

Sec.6. Independent Action for Damages. Nothing in this Act shall preclude

the victim of work, education or training-related sexual harassment from
instituting a separate and independent action for damages and other
affirmative relief.
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Sec.7. Penalties. Any person who violates the provisions of this Act shall,

upon conviction, be penalized by imprisonment of no less than one
(1) month nor more than six (6) months, or a fine of not less than ten
thousand pesos (10,000) or more than twenty thousand (20,000), or both
such fine and imprisonment at the discretion of the court.
Any action arising from the violation of the provisions of this Act shall
prescribe in three (3) years.

Sec.8. Separability Clause. If any portion or provision of this Act is declared
void or unconstitutional, the remaining portions or provisions hereof shall
not be affected by such declaration.

Sec.9. Repealing Clause. All laws, decrees, orders, rules and regulations,

other issuances, or parts thereof inconsistent with the provisions of this Act
are hereby repealed or modified accordingly.

Sec.10. Effectivity Clause. This Act shall take effect fifteen (15) days after

its complete publication in at least two (2) national newspapers of general
circulation.
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APPENDIX P
Policies and Guidelines on Implementing the
Anti-Sexual Harassment Act of 1995
Benilde shall protect and uphold the dignity and self-esteem of every member
of the community. It regards any act of sexual harassment, exploitation, or
intimidation on any of its students as a violation of the foregoing institutional
policy and of Republic Act (R.A.) No. 7877 or the Anti-Sexual Harrassment Act
of 1995.
Sexually-oriented acts or sex-based conduct have absolutely no place in the
institution. Anyone found to have engaged in such misconduct shall be made to
bear the full responsibility his or her unlawful behavior.
Pursuant to the provision of Section 4 (b) of the Anti-Sexual Harassment Act of
1995, a Committee on Decorum and Investigation was created and permanently
constituted, hereinafter called the Committee.
The Committee on Decorum
The Committee shall conduct meetings and orientation sessions with officers
and employees, instructors, teachers, professors, trainers, coaches, trainees,
or students to increase awareness and understanding of sexual harassment as
penalized by law; take steps to prevent incidents of sexual harassment; and
initiate and conduct investigations of violations of the Anti-Sexual Harassment Act
of 1995, in general, and any of the prohibited acts defined in these implementing
policies and guidelines, in particular.
Powers and Functions
•
•
•
•
•
•

The Committee shall have the following powers and functions:
Conducts meetings and consultations with sectors of the academic
community.
Promulgates rules or guidelines as may be necessary for the effective
implementation of the Anti-Sexual Harassment Act of 1995.
Undertakes activities in information dissemination, consciousness
raising and overall better appreciation by the academic community of
the issues relating to sexual harassment;
Constitutes the proper Subcommittee for the investigation and hearing
of a sexual harassment case; and
Exercises other powers as may be necessary to implement the Act.

Jurisdiction
•
•
•
•
•

The Committee shall have jurisdiction over:
All employees, whether regular or probationary;
All faculty members, whether full-time or part-time;
All other employees who have subsisting and executory employment
contracts with the College, verbal or written; and
All students.

Composition
The Committee on Decorum, which shall report to the President, shall be
composed of:
•
The Vice Chancellor for Academics, acting as Chair;
•
The president of the Faculty Association, representing the faculty;

212

•
•

A representative from the administrative staff/support staff; and
The president of the Central Student Government, representing the
students.

The Subcommittee on Decorum
The Subcommittee on Decorum is an ad hoc committee designated by the
Committee to investigate, hear, and decide on complaints alleging sexual
harassment involving students committed by any member of the community.
Composition
In all hearings or proceedings, the Subcommittee shall be presided over by a
member of the Integrated Bar of the Philippines. The presiding officer shall have
control over all proceedings of the case. The members for a specific case shall
be as follows:
•
•
•

For cases involving a student and an administrator: the President of
the Central Student Government, a faculty representative, and a
representative from the administration.
For cases involving a student and a faculty member: the President
of the Central Student Government, a faculty representative, and a
representative from the administration.
For cases involving a student and personnel: the President of the Central
Student Government, a personnel representative, and the Manager of
the Human Resource Department.

Powers and Specific Functions
The Subcommittee, in accordance with existing policies and guidelines, shall have
jurisdiction over the proceedings and resolution of sexual harassment complaints.
Maintaining confidentiality and respect for privacy, the Subcommittee shall ensure
that the complainant shall not be subjected to further harassment or retaliation
by the respondent. The following are the Subcommittee’s specific functions:
•
•
•
•

Investigates, hears, and decides on sexual harassment cases over which
the Committee has jurisdiction.
Summons or issues subpoenas and the necessary writs and processes,
and/or compels the appearance of all individuals under the jurisdiction
of the College.
Renders the corresponding decisions and appropriate penalties based on
factual and administrative findings.
Exercises other powers deemed necessary to implement the Anti-Sexual
Harassment Act of 1995.

Acts Constituting Sexual Harassment
Acts constituting sexual harassment are defined in R.A. No. 7877, detailed in
Appendix O of this Student Handbook.
Place or Condition of Commission
Sexual harassment may be committed on- or off-campus in activities sanctioned
by the College/School or a Center/Office such as, but not limited, to the following:
•
College-initiated educational activities (both curricular and extracurricular); or
•
Student-initiated social, cultural, and spiritual activities approved by the
College or by any authorized representative thereof.
Forms of Prohibited Acts
Physical assaults of a sexual nature such as, but not limited to:
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1.

Rape, sexual battery, molestation, or attempts to commit these assaults.

2.

Intentional physical conduct, which is sexual in nature such as touching,
pinching, patting, grabbing, brushing against the victim’s body, or poking
the victim’s body.

3.

Unwanted sexual advances, propositions, or other sexual comments such as
but not limited to:
•

Sexually-oriented gestures, noises, remarks, jokes, or comments about
a person’s sexuality or sexual experience directed at or made in the
presence of the complainant who indicates or has indicated in any way
that such conduct in his or her presence is unwelcome.

•

Preferential treatment or promise of preferential treatment to the
complainant for submitting to sexual conduct, including soliciting
or attempting to solicit any student to engage in sexual activity for
compensation or reward.

4.

Subjecting or threats of subjecting the complainant to unwelcome sexual
attention or conduct, or intentionally making the performance of the
complainant’s tasks more difficult because of the complainant’s refusal to
accept the offender’s advances.

5.

Overt sexual advances such as, but not limited to, requests or demands for
sexual favors, i.e., going on dates, outings or the like for the same purpose.

6.

Asking questions or giving comments with sexual undertones.

7.

Sexually discriminatory displays or publications such as, but not limited to:

8.

•

Displaying pictures, posters, calendars, graffiti, objects, promotional or
reading materials, or any other material that may be sexually suggestive,
demeaning, or pornographic.

•

Bringing to the study environment or possessing any such material to
read, display, or view.

•

Reading or otherwise publicizing in the study environment materials
that are in any way sexually revealing, suggestive, demeaning, or
pornographic.

•

Displaying signs or other materials for the purpose of discriminating or
segregating the complainant by sex in the educational environment,
including restrooms and similar semi-private lockers or changing rooms.

•

Communicating, in whatever form, any obscene or sexually suggestive
or demeaning message.

Retaliation for sexual harassment complaints such as, but not limited to:
•

Disciplining, using schoolwork or assignments as leverage, providing
inaccurate information, or refusing to cooperate or discuss Collegerelated matters with complainants because of their grievance on
harassment, discrimination, or retaliation.

•

Intentionally pressuring, falsely denying, lying or otherwise covering
up or attempting to cover up conduct such as described in any
aforementioned item.

•

Other acts that may be construed as related to the above, as the
aforementioned shall not be taken as an all-inclusive list of prohibited
acts under these policies and guidelines.

Procedures for Reporting Prohibited Acts
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Complaint
Complaints must be in writing, under oath, and filed to the Chair of the Committee
by the aggrieved party or by any member of the community who has direct
knowledge of the commission of the act accused of or by the College.
In any event, the victim or the aggrieved party shall be the principal witness.
The written complaint shall contain the following information:

1.
2.
3.

Subject of the complaint, name of the person or persons against whom
the complaint is filed;
A narrative incident report detailing all pertinent and relevant facts of
the case; and
Sworn affidavits of witnesses, if any.

The Chair shall send to the respondent a written notification of the complaint filed
against him or her. The notification should be attached to a copy of the complaint
and sent to the respondent at least five (5) days before the scheduled hearing.
Response
The respondent shall be required to answer the complaint in writing and under
oath within five (5) working days from the receipt of the complaint.
The respondent waives his or her right to defense if he/she fails to file a response
within the stipulated period. Not responding to the complaint shall likewise be
taken as an admission of the allegation.
Notice of Hearings
Notification and hearings are mandatory in any adjudication involving sexual
harassment. The case shall be scheduled for hearing whether or not the
respondent files an answer. The corresponding notice of hearing shall be issued
by the Subcommittee to the parties concerned. Hearing shall be governed by the
following provisions:
•

The right to administrative process of complainants and respondents
shall be respected and safeguarded.

•

The Chair of the Subcommittee shall exercise complete control over the
proceedings at all stages.

•

The amount of evidence required adjudicating the complaint will be
substantial evidence in accordance with law and jurisprudence. Evidence
(testimonial or documentary) shall be limited to the allegation in the
written complaint or answer.

•

The case shall be dismissed should the complainant fail to appear during
the scheduled initial hearing despite notice. On the other hand, should
the respondent fail to appear for the initial hearing despite due notice
and without sufficient cause, this shall be put on record, and the hearing
shall proceed exparte without prejudice to the right of the respondent to
be present in and to be notified of subsequent hearings.

Any member of the Subcommittee may propound questions to the parties
concerned and their witnesses for clarifications.
Any party may avail himself of counsel or a lawyer. But it shall be the full
responsibility of the parties to inform their legal counsel of the schedule of
hearings. In any event, the Chair of the Subcommittee shall exercise full control
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of the proceedings of all stages, and parties involved, including their respective
counsels, should adhere strictly to the administrative rules. The Chair shall
use every reasonable means to ascertain the facts objectively without regard
to the technicalities of the law or procedure. The Chair and the members of
the Subcommittee may interpellate and raise clarificatory questions, but
representative counsels for each party shall be discouraged from engaging in
cross-examinations. Parents of the parties present during the hearing shall be
admitted as observers.
The Subcommittee shall have the option of having complainants, respondents,
and witnesses confront each other to determine the veracity of the complaint.
However, this option shall be taken only when necessary to resolve the complaint.

1.

Witnesses shall testify under oath.

2.

Hearings shall be conducted on the scheduled dates. Postponements shall
not be allowed except in meritorious cases

Should the respondent fail to appear at the initial hearing after due notice and
without sufficient cause, the absence will be noted.
The Subcommittee shall proceed to receive evidence for the complainant. In the
event that no additional evidence is submitted, the Subcommittee shall render
judgment based on the merits of the evidence presented and admitted. In the
event that additional evidence is submitted, the respondent shall be informed
thereof and shall have the right to adduce evidence on his behalf.
Decisions
The Subcommittee shall make decisions regarding the complaint within five
(5) working days from the time the hearing is terminated. In no case will the
hearings extend 30 working days from its commencement, unless for extremely
valid emergency reasons unanimously recognized by the Subcommittee in an
appropriate resolution.
The decision must be in writing, clearly stating the facts of the case, the law
applicable, and the disposition of the complaint.
The decision must be approved and signed by a majority of the Subcommittee
members who heard the case. Dissenting members must briefly state the basis
of their opinion.
Copies of the decision shall be submitted by the presiding officer of the
Subcommittee to the Chair of the Committee on Decorum within a reasonable
period of time.
The Committee shall distribute copies of the resolution to the parties involved
and furnish the President with the copy.
Sanctions shall be determined according to the gravity of the case. Depending
on the gravity of the offense, the applicable penalties in cases of proven sexual
harassment may be as follows:

A. Severe reprimand;
B. Suspension

without pay, with prejudice to subsequent
reclassification, and grant of permanent appointment; or

C.

promotion,

Dismissal from the College upon clearance from the Department of Labor
and Employment.

An individual’s first proven offense of assault or threat of assault, including
assault of a sexual nature, shall result in dismissal.
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The commission of acts other than assault may result in, if the circumstances
so warrants, non-disciplinary oral counseling, a written warning, suspension,
or discharge upon the first and/or second proven offense, depending upon the
nature and severity of the misconduct.
Alleged retaliation against a complainant shall result in non-disciplinary oral
counseling. Any form of proven retaliation, however, will result in suspension or
discharge upon the first proven offense, depending upon the nature and severity
of the retaliatory acts; and discharge upon the second proven offense.
In cases where the applicable penalty appears harsh or incongruent to the
offense or the circumstances, the Subcommittee will still impose the appropriate
penalty under these rules. The Committee may, in such cases, recommend to the
President that such imposed penalty be commuted or reduced according to their
discretion.
Appeal
The party aggrieved by the decision of the subcommittee may file an appeal to
the President through the Committee within five (5) working days upon receipt
of the decision.
The appeal of a decision does not delay the execution of the sanction meted
by said decision, unless the President—in the exercise of discretion and
considering the gravity of the offense and the circumstances of the case and/or
the complainant—orders the suspension of the execution of the penalty until a
decision on the appealed has been reached.
The decision shall become final and executory if the appeal is not received within
the indicated period of time.
The President shall render a decision on the appeal within reasonable time from
receipt of the records or submission of the last required pleading, if any. Such
decision will be immediately applicable, final, and executory.
Resort to the Courts
All complainants, respondents, and witnesses, upon submission to the jurisdiction
of the Committee on Decorum and the Subcommittee on Sexual Harassment,
shall be bound to respect the proceedings therein and required to wait for final
termination thereof, including appeal proceedings, before resorting to the courts.
Nothing herein, however, shall be interpreted, construed or deemed to diminish
the rights of the parties as provided by law.
Malicious Prosecution
While the College is totally committed to safeguarding the rights of all members
of the academic community against sexual harassment, it is also the policy of
the College to protect the same members from any malicious accusation and
prosecution involving alleged acts of sexual harassment that may be in fact
baseless or even non-existent.
While recognizing that sexual harassment involves the use of power and authority
by a superior against a subordinate, it must be conceded that the threat to
accuse and prosecute another involving alleged sexual harassment is also an act
of wielding power over another.
To deter malicious, vindictive, or baseless accusation and prosecution involving
alleged acts of sexual harassment, the College shall:
A.

Require that all pleadings filed with the Subcommittee be sworn to
under oath and duly notarized;
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B.

Endeavor to place the complainant, respondent, and witnesses under
oath whenever asked to testify before the Subcommittee; and

C.

Observe the demeanor of the complainants, respondents and
witnesses to validate their credibility and that of their claims and
testimonies.

The Committee on Decorum and Investigation shall promulgate the appropriate
policies and guidelines respecting this matter and accordingly, publish the same
for the information and guidance of the entire academic community.
Note: Appeals shall follow the organizational hierarchy.
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APPENDIX Q
General Guidelines on Safety and Security
HOTLINES
Save the following numbers in your phone.
BENILDE TRUNKLINE: 230-5100
Emergency Response Management Services
TAFT

AKIC

SDA

1911

2911

3911

Campus Security
TAFT

AKIC

SDA

1000

2000

3000

GENERAL EMERGENCY GUIDELINES
•

Take note of and familiarize yourselves with the general locations of exits,
e.g. stairways, emergency exit ladders, evacuation routes.

•

Building Emergency Exit Plans are strategically located all over the campus.
Familiarize yourself with the nearest exit route from your location. Be
prepared to take any other safe alternate exit in case there are obstructions
along the way.

•

Fire extinguishers are located at the hallways/corridors and inside laboratories
and workshops, near exit doors.

•

Fire alarm pull stations or manual call points are located along the end of
hallways/corridors.

EVACUATION
Evacuation of one or more buildings may be necessary in case of an emergency.
Such an evacuation may be done using an audible signal/siren/alarm or if an
audible alarm is not possible, by verbal announcement. Evacuation may be done
on/off-campus. Evacuation may be ordered only by the Office of the President
and by responding civil safety agencies.
In cases when it is deemed safer for members of the Benildean community to
stay on-campus, the holding areas are as follows:
* AKIC Campus - 2nd and 6th floors Function Rooms
* SDA Campus - 5th floor SDA Theater
* Taft Campus - 5th floor Augusto-Rosario Gonzalez Theater
In case of evacuation:
•
•
•

Stay calm. Do not rush and panic.
Immediately but safely stop your work and cease all activity (e.g., teaching,
meetings, recreational and sports activities, group work, rehearsals, etc.)
Gather your personal belongings if it is safe to do so. (Important reminder:
take your prescription medication out with you if at all possible since it may
be hours before you are allowed back in the building.)
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•
•
•
•
•

If safe, close your office doors and windows, but do not lock them.
Use the nearest safe stairs and proceed to the nearest exit. DO NOT USE
ELEVATORS.
Proceed to the designated assembly area and report to your roll taker. Be
ready to take alternate routes.
Wait for any instructions from emergency responders.
Do not re-enter the building or work area until you have been cleared to do
so by the emergency responders.

EARTHQUAKE
In case of an earthquake in your area:
BEFORE
•
Familiarize yourself with the Building Emergency Exit Plan. Be prepared to
take another alternate exit in case there are obstructions along the way.
•
Designate somebody who can assist persons with disabilities (PWDs).
DURING
•
If you’re outdoors, stay in the open away from the power lines or anything
that might fall. Stay away from buildings (stuff might fall off the building or
the building could fall on you)
•
Teachers must ask students to stay away from windows and execute “drop,
cover and hold on”.
•
In a hallway, sit or duck against a wall and protect your head with your arms.
•
In an auditorium, duck between the rows of seats and protect your head
with your arms.
•
Wait inside until the shaking stops, then evacuate the building quietly and
orderly and move to the nearest assembly area.
•
DO NOT USE ELEVATORS.
•
At the assembly area, take attendance and wait for the evacuation team or
by the crisis management team.
AFTER
•
If need be, release of students for parent-student reunion should be done at
the designated assembly area.
If you become trapped:
•
•
•

•

Alert emergency search and rescue crews or anyone within shouting distance
of your location.
Make every effort and means available to report your location.
If a window is accessible, place an article of clothing or other signal in the
window to alert rescuers of your location. Whistle, shout, use any object at
hand to pound on a wall or door to make noise at regular intervals to alert
rescuers to your location.
If you are injured, tend to your wounds.

FLOODS
In case of flooding in your area:
•
•
•
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Move to higher ground. Do not wait for instructions to move if flash flooding
is imminent (can occur within seconds).
Do not drive or walk into flooded areas. Even small amounts of water can
wash out a roadway or anything on it.
If you are in a flooded area on campus and need assistance, call the
Emergency Response Management Services hotlines.

FIRE
In case of a fire or fire alarm in your area:
Fire On Campus
•
Remain calm and encourage the others to do the same.
•
Activate the nearest fire alarm box (if not yet done) and alert those around
you. Report all fires, regardless of size to campus security.
•
When the alarm sounds, students are to evacuate the building quietly
•
Teachers are to take lead of the students out of the class.
•
Teachers are to instruct the class mayor or designated students to close the
windows turn off lights, air conditioning, fans and close all doors.
•
DO NOT USE ELEVATORS.
•
Move to the designated assembly Area and wait for the head count.
•
Do not re-enter the building until you have been cleared to do so by the
evacuation team or b the crisis management team.
Fire Extinguishers
•
Know the location of fire extinguishers in the area and know how to use them
•
Fire extinguisher training is done regularly and is also available for
departments by request at the General Administrative Services Department.
•
For minor fires that appear controllable, use the fire extinguisher to control
the flame. Get help if necessary.
•
For uncontrollable fire, leave the place and let the firefighters to do their job.
larger fires that is not easily controllable, leave the firefighting to the campus
fire brigade and fire department.
Medical Emergency/Injured Person
In case of a medical emergency or if there is an injured person in your area:
•
•

•

•
•
•
•
•
•

Remain calm and encourage the others to do the same.
If there is an obvious injury regardless of its gravity or even if the injured
person requests it, call the Emergency Response Management Services
hotlines:
•
Taft Campus – 1911
•
AKIC Campus – 2911
•
SDA Campus – 3911
Be prepared to provide the following:
•
Location of the incident (as specific as possible)
•
Nature of the injury or illness (if known)
•
Number of victims
•
Your name and contact number
Do not attempt to move or transport a person who has fallen or appears to
be in pain. Keep the person conscious if possible until help arrives.
Limit your communication with the ill or injured person to quiet reassurances.
Leave the administration of first aid for minor injuries to properly trained
persons.
For serious injuries, check breathing and give artificial respiration if necessary
(Only qualified trained personnel should provide first aid treatment).
Control serious bleeding by direct pressure on the wound.
Continue to assist the victim until help arrives.
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BOMB THREAT INCIDENTS

Bomb Threat
Recipient

Whom to
Call/Report
To
Emergency
Response
Management
Services
Hotlines:

Students

Duties/
Responsibilities

What To Do
•
•
•

Taft Campus 1911

Stay calm.
Do not panic.
Wait for further
announcements
from College
officials

•

Do not disclose
information to
unauthorized
person to
prevent panic

•

Wait for official
announcements
from College
officials.

•

Stay away from
any suspencted
items.

Stay calm
Advise students
not to panic.
Prepare and
assist students
for evacuation
when necessary

•

Assist in the
dissemination
of official
annoucements
from College
Officials

•

Lead the
students to the
safe area during
evacuation.

Stay calm.
Do not panic.
Assist the Crisis
Committee

•

Supervise the
evacuation
procedure to
ensure safety of
the Benildean
community

AKIC Campus 2911
SDA Campus 3911
Or
administrators/
faculty onsite
Emergency
Response
Management
Services
Hotlines:

Associates

•
•
•

Taft Campus 1911
AKIC Campus 2911
SDA Campus 3911
Or
administrators
onsite
Emergency
Response
Management
Services
Hotlines:

Administrators

Taft Campus 1911
AKIC Campus 2911
SDA Campus 3911
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•
•
•

Center for
Emergency
Management
and Security
Services
(CEMSS)

•

•

Inform
the Office
of the
President
Call the
police

•
•

Implement the
Bomb Threat
Protocol
Activate the
Emergency
Crisis
Committee

•

Assist the police
upon their
arrival

ACTIVE SHOOTING
Active
Shooting
Witness

Students

Whom to
Call/Report
To

What To Do

Emergency
Response
Management
Services
Hotlines:

•
•
•
•
•

Taft Campus 1911

•

AKIC Campus 2911

Stay calm.
Do not panic.
“RUN” away from the active shooter.
“HIDE” in a safe place and seek cover.
“FIGHT” for your life in case of
imminent danger.
Follow instructions such as: lock down,
remain inside the room, or evacuate.

SDA Campus 3911
Emergency
Response
Management
Services
Hotlines:
Associates

•
•
•
•

Taft Campus 1911

Stay calm.
Do not panic.
Assist the students and observe “RUN,
HIDE and FIGHT” protocols
Follow instructions such as: lock down,
remain inside the room, or evacuate.

AKIC Campus 2911
SDA Campus 3911
Benilde Office
of the President

CEMSS

or nearest
police station

•
•
•
•
•
•

Activate the Quick Reaction Team
Call the nearest police station
Follow “RUN, HIDE and FIGHT”
protocols.
Guards to neutralize the active
shooter.
Assist the police upon arrival and let
them take over the situation.
Conduct search and rescue and
provide medical assistance .
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APPENDIX R
Emergency Directory
National Emergency Hotline
911
DLS-CSB
CENTER FOR EMERGENCY
MANAGEMENT SAFETY & SECURITY
Emergency Direct Line
TAFT - (02) 230-5197
AKIC - (02) 230-5198
SDA - (02) 230-5199
Trunk Line • (02) 230-5100
Emergency Hotlines
Taft Local 1911
AKIC Local 2911
SDA Local 3911
Security Office
Taft Local 1000
AKIC Local 2000
SDA Local 3000
EMERGENCY NUMBERS
CITY OF MANILA
Mayor’s Office
(02) 527-4920
(02) 527-5028
(02) 527-0907
POLICE ASSISTANCE
Philippine National Police (PNP)
117
(02) 723-6983
Manila Police District
Malate Municipal Police Station 9
(02) 310-0045
FIRE
Bureau of Fire Protection (NCR)
(02) 729-5166
Association of Philippine Volunteer
Fire Brigade
(02) 522-2222
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EMERGENCY HOTLINES
Philippine Red Cross - Hotline
143
(02) 527-0000
(02) 790-2300
National Disaster and Risk
Reduction and Management Council
(NDRRMC)
(02) 911-1873
Philippine Atmospheric,
Geophysical and Astronomical
Services Administration - (PAGASA)
(02) 434-2696
Department of Transportation and
Communication (DOTC) - Hotline
7890 • (02) 790-2300
Metro Manila Development
Authority (MMDA) 136
MMDA Flood Control
(02) 882-4177 • (02) 882-0925
HOSPITALS
Manila Adventist Medical Center
(02) 525-9191 | (02) 558 0888
Saint Clare’s Hospital
(02) 8316511 • (02) 831-5445
UP – Philippine General Hospital
(02) 554-8400
Ospital ng Maynila
(02) 524-6063 to 69
Manila Doctors Hospital
(02) 558-0888

APPENDIX S
Benilde Directory
TAFT CAMPUS
Directory Assistance : 1000 | Emergency Assistance: 1911
Office

Location

Admissions Center (AdC)
•
Director’s Office
•
Freshmen Processing Unit (FPU)
•
General Processing Unit (GPU)

Solomon Hall,
Ground Floor

Benilde Well-being Center (BWC)
•
Office
•
Director’s Office

Benilde Hall,
Ground

Br. Andrew Gourmet Cafe

MFC Bldg
Ground Floor

Br.
Fidelis
Leddy
Learning
Resource Center (LRC)
•
Audio-Visual Section
•
Director’s Office
•
Reader’s Services Section

Mutien-Marie
Hall, 2nd
(Main)
Solomon Hall
Ground
(Extension)

Center
For
Emergency
Management Safety and Security
(CEMSS)
•
Back Door Gate (Leon Guinto St.)
•
LRT Gate
•
Main Entrance

Room #

(if applicable)

S105
S106

B107
B108

Center
for
Learning
and
Performance Assessment (CLPA)
•
Director’s Office
•
Office of Institutional Testing
•
Office of Learning Assessment
•
Office of Performance Assessment
•
Office of Program Evaluation and
Data Analytics

1801
1802
1803
1474
1475
1473
1888

S103

Benilde Hall
Mutien-Marie
Solomon

1483
1481
1482/
1484

1168
1164
1163

Center for Instiruction, Research
and Curriculum (CIRC)
•
Curriculum Office
•
Director’s Office
•
EdTech Office
•
Instruction Office
•
Research Office
Center for Lasallian Ministry
(CLM)
•
Director’s Office
•
Office for Student Accompaniment
•
Office for Worship

Local

1633
1635
1637
1634
1636
1291
1292
1993

Duerr Hall,
Second

Solomon Hall,
Fourth Floor

S401
to
S402

1811
1812
1815
1813
1814
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TAFT CAMPUS
Directory Assistance : 1000 | Emergency Assistance: 1911
Room #

Local

Office

Location

Center for Sports Development
(CSD)

Duerr Hall,
Ground

D105

1681
1682

Center for Education Access and
Development (CEAD)

Duerr Hall,
Ground

D100

1663
1664

Chef’s Station

MFC Bldg.
Ground

1831

Compliance Office

MFC Bldg.
2nd Floor

1825

Department of Student Life (DSL)
•
Office
•
Benildean Yearbook Office
•
Career and Placement Office
(CPO)
•
Dean’s Office
•
International Students Unit (ISU)
•
Office of Culture and Arts (OCA)

MFC Bldg.
3rd Floor
2nd Floor
2nd Floor
3rd Floor
3rd Floor
4th Floor

•

Office of Student Behavior (OSB)

•
•
•

Student Activities Unit (SAU)
Student Involvement Office (SIO)
Student Publications Office (SPO)

•

Academic
(AEP)

•

Student Learning Center (SLC)

Extension

Program

(if applicable)

1501
1525
1611
1502
1533
1528
1603
1433
to
1435
1538
1513
1521

2nd Floor
4th Floor
3rd Floor
2nd Floor
Benilde Hall,
Mezzanine
Solomon Hall,
Ground

1512
1617

Digital Technology Office (DTO)
•
IT Service Desk
•
Vice Chancellor’s Office
•
Information Systems Center
•

•

Digital Planning Center
•
IT Warehouse
•
Technology Resources and
Budgetting
•
Technology Solutions Office

1401
1407
1414/
1997
Benilde Hall,
Second Floor

B205
B206
B210
(Helpdesk)

Technology Infrastructure Center
•
Data Center Office
•
Technical Support Office

1408
1402

External Affairs Office (EAO)
Faculty Association (FA)
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1404
1405/
1410
1415
1416

1151
Benilde Hall,
Ground Floor

B106

1824

TAFT CAMPUS
Directory Assistance : 1000 | Emergency Assistance: 1911
Office
Finance Department
•
Accounting Controller
•
Budget Section
•
Financial System and Tax
Compliance
•
General & Hotel Accounts
•
•
•
•
•
•

Office
Payables
Property, Cost Control and
Inventory
Student Accounts
Treasury
Treasury-Releasing

General Administrative Services
Department (GASD)
•
Office of the Assistant Vice
Chancellor
•
Center for Facilities Management
•
Office
•
Environmental Concerns
•
Housekeeping
•
Center for Logistics and Property
Management
•
Office
•
Logistics Support
•

Duerr Hall,
Second Floor

Room #

(if applicable)

D215 to
D205

Clinic

Infrastructure and Construction
Management Office (ICMO)

Duerr Hall,
Second Floor

1317
1318
1310

D215 to
D205

1141
1316
1315
1314
1311
1319

1181/
1182
1192
1196
1193

Mutien-Marie
Hall,
Ground Floor

1188
1197/
1198
1189/
1190

Duerr Hall,
Ground

D102
(Office)
D104c
(Payroll)

1115
1123
1112/
1121
1119
1131

Solomon Hall,
Ground
MFC Bldg.
Third Floor

Intellectual Property
Management Center (IPMC)
Center for Social Action (CSA)

Local

1312

Warehouse and Property
Control

Human Resource Services (HRS)
•
Office
•
Legal Counsel
•
Compensation, Benefits, HRIS
Administration Office
•
Personnel Records, Recruitment
and Selection
•
Personnel Relations Office
•

Location

S103 A&C

1280/
1281
1106
1107
1137

MFC Bldg.
Third Floor

1514
1515
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TAFT CAMPUS
Directory Assistance : 1000 | Emergency Assistance: 1911
Office
Office of the Chancellor
•
Academic Affairs
•
Academic Linkages
•
Administrative Matters
•
Operations Assistant
•
Special Assistant

Location

Room #

(if applicable)

Local

1134
1136
1135
1117
1725

Solomon Hall,
Second Floor

S202
S203

Office of the Registrar (RO)
•
Office
•
Helpdesk
•
Faculty Staff
•
Records Verification
•
Records-in-charge and Assistant
Registrar-Records

Solomon Hall,
Second Floor

S201

Office of the Vice Chancellor for
Academics (OVCA)

Solomon Hall,
Third Floor

S301

1206

Office of the Vice Chancellor for
Administration (OVCAD)

Solomon Hall,
Third Floor

S301

1101

School of Deaf Education and
Applied Studies (SDEAS)
•
Office
•
Dean’s Office
•
•

Center for Partnership and
Development
Post Secondary Education
Network-Multimedia Learning
Center (PEN-MLC)

Benilde Hall,
Mezzanine

BM110

D101
(Lab)

1662

1765
1753
1745

Solomon Hall,
Third Floor

S306

School of Management and
Information Technology
•
Office

Solomon Hall,
Third Floor

S307

Human Resource Management

•

Export Management

•
•
•
•
•

CA Program Chair
Computer Applications
Game Design and Development
Information System
Masters for Human Resources
Management
Masters for International
Business

•
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1646
1647
1661

Duerr Hall,
Ground

School of Diplomacy and
Governance (SDG)
•
Office
•
Chairperson, CDA
•
Dean’s Office

•

1326
1323
1324
1322
1321

Duerr Hall,
Third Floor

Duerr Hall,
Fourth Floor

D304
D305A

1701
1727/
1729
1711
1706
1705
1709
1707
1702
1713

TAFT CAMPUS
Directory Assistance : 1000 | Emergency Assistance: 1911
Office

Location

School of Multidisciplinary
Studies (SMS)
•
Dean’s Office
•
General Education (Eng,Math/
NatSci, Fil)
•
General Education (SocSci, Theo
and Philo)

Duerr Hall,
Third Floor

•

Physical Education Sports
Equipment Room (Gym)

Student Grants Office (SGO)

Room #

(if applicable)

D301
D302

Local

1742
1741
1751

Duerr Hall,
Deck
Benilde Hall,
Ground

1755
B105

1821
1822
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AKIC CAMPUS
Directory Assistance : 2000 | Emergency Assistance: 2911
Office

Location

Br.
Fidelis
Leddy
Learning
Resource Center (LRC)
•
Audio-Visual Section
•
Reader’s Services Section

10th Floor

Benilde Well-being Center (BWC)

10th Floor

Center
for
Emergency
Management Safety and Security
(CEMSS)
•
CCTV
•
CEMSS Office
•
Employee’s Entrance
•
Security Unit
•
Main Entrance
•
Vehicular Entrance

Ground Floor

Center
for
Institutional
Accreditation
and
Data
Management (CIAD)
•
Accreditation Unit
•
Data Management Unit
•
Director’s Office

Ninth Floor

Center for Lasallian Ministry
•
Office for Worship

Ninth Floor

Chef’s Station

Room #

(if applicable)

2483
2482
2473
2474
2475

2162
2161
2142
2165
2163
2164

2848
2849
2341
I-809

Ground Floor
Tenth Floor

I-1004

Digital Technology Office
•
IT Service Desk
•
IT Warehouse
•
Technical Support Office

Eighth Floor

I-805

General Administrative Services
Department (GASD)
•
Housekeeping
•
Warehouse and Property Control
•
Engineering Center
•
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Engineering Maintenance

2291
2111

Community Based Monitoring
System (CBMS)

Finance Department
•
Cost Control - Food Storage
•
Cost Control - Receiving
•
Treasury

Local

2461
2401
2405
2402

Eighth Floor
Ground Floor
Eight Floor

2151
2131
2311

Fifth Floor
Fourth Floor
Fifth Floor
Fifth Floor

2221
2186
2183/
2184
2231

AKIC CAMPUS
Directory Assistance : 2000 | Emergency Assistance: 2911
Office
Purchasing Center
Health and Medical Services
Center
•
Clinic

Location

Room #

(if applicable)

Local
2261

Sixth Floor

Seventh Floor

I-714

2280

Office of Student Behavior

Ninth Floor

I-902

2433

Office of the Registrar
•
Helpdesk
•
Faculty Services Staff
•
Records-In-Charge and
Assistant Registrar-Records

Eigth Floor

School of Hotel, Restaurant
and Institution Management
(SHRIM)
•
CLU Office
•
Dean’s Office
•
Faculty Room
•
MSTHM Coordinator
•
Program Chair, Culinary Arts
•
Program Chair, Hospitality Mngt
•
Program Chair, IHM
•
Secretary/Practicum
•
Secretary/TM Program Chair
•
SHRIM CICA/ESEEAP
•
SHRIM Food and Beverages
•
SHRIM Green Cuisine
•
SHRIM Laboratory Unit/
Dispensing Area
•
YHE

Sixth Floor
Eight Floor
Eight Floor

2334
2333
2334

I-608A
I-815

Sixth Floor

Eigth Floor

School of Multidisciplinary
Studies (SMS)
•
Faculty Room

Eighth Floor

Snack Bar

Eighth Floor

Contemplation Room

Third Floor

Travel & Tours Office

Fourth Floor

HRD Satellite Office

Fourth Floor

Student Lounge

Tenth Floor

SHRIM Organization Office

Ninth Floor

Vatel Restaurant

Roof Deck

2741
I-801

2422

I-903
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SDA CAMPUS
Directory Assistance : 3000 | Emergency Assistance: 3911
Location

Room #
(if
applicable)

Local

Ninth Floor

A901

3855

Eighth Floor
Seventh Floor
Seventh Floor

A805
A704a
A701

3484
3483
3482

Fourth Floor

A403

3211
3212

Third Floor

A314

3845
3850

Center for Campus Art (CCA)

Fourth Floor

A419g

3849

Center
for
Emergency
Management
Safety
and
Security (CEMSS)
•
CCTV
•
CEMSS Office
•
Main Entrance

Ground Floor

G101

3161
3162
3993

Center for Inclusive Education
(CIE)
•
Director’s Office
•
Student Support Office (SSO)

Third Floor

A310
A311

Fourth Floor

A419c

Mezzanine

M111

Office
Alumni Office
Br.
Fidelis
Leddy
Learning
Resource Center (LRC)
•
Acquisition Section
•
Audio-Visual Section
•
Reader’s Services Section
Benilde
(BWC)
Campus
(CDO)

Well-being
Development

Center
Office

Center for Institutional
Communications (CIC)
•
Office
•
Media Relations Office (MRO)
Center for Lasallian Ministry
•
Office for Worship
Chef’s Station
Digital Technology Office
•
IT Service Desk
•
IT Warehouse
•
Network Management Office
•
Technical Support Office
Finance Department (FD)
•
Treasury
General Administrative Services
Department (GASD)
•
Center for Performance Spaces
Management (CPSM)
•
Design and Project
Management Office
•
Center for Facilities
Management
•
Housekeeping
•
Warehouse and Property
Control
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3702
3701
3831/
3832
3830
3293
3833

Ninth Floor

A915
A914
A916
A916

Second Floor

A205a

Second Floor

A205

3401
3818
3408
3402
3311

3891
3906

Ground Floor
Lower Ground
Second Floor

G102a
LG105
A202

3895
3904
3190/
3191

SDA CAMPUS
Directory Assistance : 3000 | Emergency Assistance: 3911
Office
•

Engineering Center

•

Engineering Maintenance Office

Hub for Innovation and
Inclusion (HIFI)
Human Resource Services
(HRS)
Health and Medical Services
Center
•
Clinic

Location

Room #
(if
applicable)

Ground Floor

G100

3183/
3184/
3185/
3186
3902

Fourth Floor

A419h

3852

Twelfth Floor

Third Floor

Local

3112

A304

Internal Audit Office

3280/
3281
3106

Lasallian Mission and Student
Life (LMSL)

Third Floor

A301

3885/
3886

Museum of Contemporary Art
and Design Office (MCAD)

Mezzanine

M100

3897/
3898

Office of Strategic Planning
(OSP)
Office of Student Behavior

3851
Ninth Floor

A918

Office of the President
•
Office
•
Corporate Affairs Executive
•
OP Secretary
•
Operations Coordinator

Twelfth Floor

A1203

Office of the Registrar
•
Helpdesk
•
Faculty Services Staff
•
Records-In-Charge and
Assistant Registrar-Records

Second Floor

A204

Office of the Vice President for
Advancement (OVCAD)
•
Office
•
VP’s Office

Fourth Floor

A419a

3433
3104
3101
3102
3103
3323
3352
3324

3843
3844
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SDA CAMPUS
Directory Assistance : 3000 | Emergency Assistance: 3911
Office
School of Design and Arts
(SDA)
•
Animation
•
Architecture
•
Culture and Arts Cluster
•
Dean’s Office
•
Digital Film Making
•

Environmental Studies Cluster

•
•
•

Fashion Design and
Merchandising
Industrial Design
Interior Design

•

Multimedia Arts

•
•

New Media Cluster
Photography

School of Multidisciplinary
Studies (SMS)
•
Faculty Room
School of Professional and
Continuing Education (SPaCE)

Location

Room #
(if
applicable)

Eleventh Floor

1101

Fourth Floor
Twelfth

A401
A1207

Fourteenth
Eigth

1407a
A804

3810/
3922
3485

Roof Deck

ARD101

3921
3923

Tenth Floor

A1021
A1001
A1120

3811/
3815
3821
3820

Sixth Floor

A606

3741

Fourth Floor

A412

3802/
3803

Tenth Floor
Eleventh Floor

SDA Laboratory Center (SDALC)
•
Arts and Culture Cluster Head
•
•
•
•
•
•
•
•
•

Digital Archive
Director’s Office
Environment Cluster Head
Equipment Unit
Equipment Unit
Fashion Design Lab
Multimedia Studio
New Media Cluster Head
Sceneshop

Saint Brother Jaime Hilario
Institute (SBJHI)
•
Office
•
Director’s Office
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A917
Ninth Floor
Fifth Floor
Tenth Floor
Eleventh Floor
Eighth Floor
Tenth Floor
Ninth Floor
Fifth Floor
Fourth Floor

A414

Local

3819
3924
3863
38123816
3814

3861/
3862
3876
3875
3871
3822
3823
3808
3825
3824
3872

3801
3807

APPENDIX T
Recognized and Accredited Student
Organizations/Groups
Student Groups

1.

Student Governance

1.1. The Central Student Government (CSG) is the students’ highest

governing representative exemplifying the Lasallian values of faith,
zeal for service, and communion in mission. It aims to embody the
highest expression of student power and will, seeking to continually
develop, enhance and serve the school and nation through innovative
and efficient services.
Each school has its own respective governing student body that
comprises the Central Student Government:

1.1.1. Deaf Education and Applied Studies School Student Government
(SDEAS-SG)
1.1.2. Design and Arts School Student Government (SDA-SG)
1.1.3. Hotel, Restaurant, Institution Management School Student
Government (SHRIM-SG)
1.1.4. Management and Information Technology School Student
Government (SMIT-SG)
1.1.5. Multidisciplinary Studies School Student Government (SMS-SG)
There shall be an independent body called the Benilde Commission
on Elections (COMELEC). It shall be recognized as the legitimate and
sole body to carry out the duties, obligations, and responsibilities in the
conduct of student elections; and abide by the regulations and decisions
of the Department of Student Life and the Student Involvement Office.

2.

Student Organizations

2.1. School of Design and Arts (SDA) Cluster
ANIMOTION is the professional
organization under the Animation
program that stimulates an
environment where members can
find their area of specialty in art
and animation and excel through
activities that will sharpen their
talents, encourage camaraderie
and provide an outlet for untapped
creativity in relation to animation.

A311
3/F,
SDA
Campus
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Benilde Arts Management (BeAM) is
a professional student organization at
De La Salle-College of Saint Benilde.
It was created for the personal
and professional development of
future arts managers. BeAM aims to
strengthen the community of arts and
culture managers and provide reliable
and
efficient
arts
management
services to educational institutions.

A311
3/F,
SDA
Campus

Creative, dynamic, and innovative,
Benildean
Industrial
Designers
(BIND) is a professional organization
in Benilde that works towards
enhancing the artistry and technical
abilities of young and upcoming
design entrepreneurs. BIND focuses
on developing skills in graphic
design,
product
development,
design marketing, branding, as well
as other design endeavors that are
greatly needed in the industry today.
BIND aims sharpen the creativity of
its members and help them better
appreciate the art of design.

A311
3/F,
SDA
Campus

Benildean Filmworks is the official
film organization of De La SalleCollege of Saint Benilde. It caters to
a community of cinephiles that aims
to spread the importance and power
of cinema.

A311
3/F,
SDA
Campus

The Guild of Rising Interior Designers
(GRID) is a professional student
organization for Interior Design
majors and enthusiasts that aim to
advance and strengthen the field of
Interior Design within De La SalleCollege of Saint Benilde. GRID also
provides opportunities and projects
that will inspire members to network,
express themselves and explore the
depths of design industry through
social inclusion and community
design.

A311
3/F,
SDA
Campus

Media Max (MMX) is the home
organization of the Multimedia Arts
program that believes in prioritizing
people and creativity. Through the
exploration
of
multidisciplinary
works of art and design, members
of MMX will learn to hone their skills
and create meaning with the things
they do. Media Max is the platform
to conceptualize, collaborate, and
create.

A311
3/F,
SDA
Campus

Mark of Designers Alliance is home to
all aspiring Benildean fashion artisans.
The purpose of this organization is to
serve as a training ground to Fashion
Design and Merchandising students
and those interested in the different
aspects of fashion whose wish is to
develop one’s skill and talent. This
organization also aims to entice
students to actively participate in
their chosen path and be able to
anticipate what may lie ahead in the
fashion industry.

A311
3/F,
SDA
Campus

Primo Musi.Co strives to be an
avenue for students to gain insight
and opportunities involving further
personal and musical development.
Primo also aspires to create a
community of musicians, performers,
and professionals; an association that
supports each other and promotes
individual creativity. Primo is also a
training ground for Music Production
students to practice other specialties
related to Production such as logistics,
event planning, managing talents,
hosting events, and others.

A311
3/F,
SDA
Campus

The Social and Academic Guild for
Architecture is a community of
passionate and versatile architecture
program undergraduates and alumni,
serving as a venue for its members
to share knowledge, insights, and the
like to be able to further enhance,
develop, and express themselves
through the art and science of
architecture,
to
their
academic
community, country, and God, as well
as to mold themselves into becoming
competent,
compassionate,
and
committed professionals of the
architecture.

A311
3/F,
SDA
Campus
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2.2. School of Management and Information Technology Cluster
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The
Association
of
Information
Management (AIM) is the professional
organization of Information Systems
students in De La Salle-College of
Saint Benilde. Dedicated to becoming
a pioneering assembly of well-rounded
student leaders competent in their
chosen field of interest, it focuses
on projects and activities centered
on innovation and technology. AIM
aspires to be Benilde’s cradle of
industry technologists instilled with
the Benildean Core Values and geared
towards achieving excellence.

4/F, Miguel
Febres
Cordero
(MFC)
Building, Taft
Campus

Benilde Business Management Society
(Benilde BMS), a professional student
organization under the SMIT - Career
Development Program, is committed
to the pursuit of excellence in the
field of Business Management and
to the development of the students’
potentials to be globally competent
business leaders of the future through
academic
excellence,
character
formation, social responsibility, and
innovation, instilled with leadership
aptitudes the Lasallian values.

4/F,
MFC Building
Taft Campus

The Computer Business Association
is the professional organization of
information technology and business
students that promotes professional
excellence among its members. The
organization also provides students
a platform for them to experience
the business world through learning
programs and outreach activities that
aims to develop and enhance the
managerial and computer skills of its
members.

4/F,
MFC Building
Taft Campus

The Export Management Society is
a professional student organization
committed to the promotion and
pursuit of the development and growth
of quality Filipino exports in line with
De La Salle-College of Saint Benilde’s
mission-vision for innovation and
inclusion. In line with the Lasallian
core values of faith, service and
communion, the organization aims to
prepare student leaders in becoming
professionally
competent,
worldclass Benildean export entrepreneurs
through educational activities that
equates to actual business settings.

4/F,
MFC Building
Taft Campus

Gamers Union for Innovation and
Leadership Development (GUILD) is a
professional organization by and for
the students of De La Salle-College of
Saint Benilde’s Information Technology
with Specialization in Game Design
and Development, and Interactive
Entertainment
and
Multimedia
Computing. The organization will
serve as an auxillary student group of
both programs. We aim to establish
an inclusive community of individuals
who make a notable impact on the
gaming industry through resolute
cooperation, local promotion, and
personal improvement.

4/F,
MFC Building
Taft Campus

The Human Resource Management
Society (HRMS) is a professional
organization of De La Salle- College
of Saint Benilde committed to the
empowerment,
advancement
of
growth, and holistic development of
students, and support to further raise
the students’ level of competence in the
field of Human Resource Management
through the organization’s various
programs and projects — producing
highly innovative, competent and
competitive members of the industry.

4/F,
MFC Building
Taft Campus
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2.3. School of Hotel, Restaurant, and Institution Management (SHRIM) Cluster
Chefs In Progress (CHIP) is
I903, 9/F,
a
student-led
organization Angelo King
specializing in the field of culinary International
arts, aiming to become one of the
Center
Philippines’ top performing college(AKIC)
based culinary groups.
Campus
It intends to develop its members’
interests in the kitchen and progress
a skill set necessary to participate
and work in the culinary industry
through workshops, seminars, and
competitions.
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The
Hotel,
Restaurant,
and
Institution Management Society
envisions a Benildean community
wherein
the
members
are
empowered to work for the welfare
of each and every one. People
regard us as an organization that
addresses the needs of the student
body and collectively makes a
difference. We aim to develop
Benildeans who are compassionate,
empowered holistically, passionate
for craft, committed to excel,
respectful of one’s individuality, and
proud of one’s nation.

I903,
9/F, AKIC
Campus

A principle-oriented organization
that aims to create a well-rounded
learning environment that will
develop professionalism, creativity,
and unity among its members.
The organization promotes various
activities and events guided by
the Benildean Expression of the
Lasallian Core Values.

I903,
9/F, AKIC
Campus

Vateliens in Progress is a principleoriented organization of SHRIM
which dedicates itself in creating a
well-rounded learning environment
that will develop professionalism,
creativity, and unity for further
responsiveness of students. The
organization
promotes
various
activities and events guided by
Benildean Core Values in order to
achieve excellence.

I903,
9/F, AKIC
Campus

World-class Hoteliers in Progress
is a professional organization,
specializing
in
the
field
of
Hospitality Management, aiming
to fulfill its mission in helping the
SHRIM community, by honing and
showcasing the talents and skills
of each SHRIM students in such a
world-class standards through its
activities, seminars, workshops,
and events.

I903,
9/F, AKIC
Campus
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2.4. Special Interest Cluster
AIESEC in De La Salle-College
4/F,
of Saint Benilde is a branch of MFC Building
the world’s largest student-run Taft Campus
youth leadership organization
with a focus on developing future
movers and shakers through
cross-cultural experiences and
leadership development. It is
affiliated with the United Nations,
as their youth counterpart and
with the Sustainable Development
Goals as one of AIESEC’s pillars.
4/F,
Artelier is an art organization
in De La Salle-College of Saint MFC Building
Benilde that aims to promote, Taft Campus
preserve, and appreciate art
using traditional media through
workshops, exhibitions, and talks.
We organize workshops and
exhibits that cater to the artists of
the Benildean community.
Benilde Hive is an LGBTQ+
4/F,
organization anchored on the MFC Building
belief that all persons should be Taft Campus
treated equally. The group raises
awareness,
promote
respect,
and create a culture where the
LGBTQ+ community can advocate
for equity, inclusion, and social
justice on behalf of themselves
and others.
Benilde
Nature
Development
4/F,
and Outdoor Club is a student MFC Building
organization that aims to promote Taft Campus
interest in outdoor activities
v
and encourage the practice of
low-impact outdoor ethics by
organizing events and activities to
experience nature first hand. This
organization aspires to provide
a dynamic outdoor experience
for a diverse community and
creating
opportunities
to
contribute to sustaining the
outdoor environment through
volunteer engagement and nature
appreciation.
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Nihon Bunka-bu is a special
4/F,
interest
organization
that MFC Building
welcomes anyone who has an Taft Campus
interest in the culture, people,
language, history, and other
wonders of Japan. It aims to
cultivate and promote many
aspects of the Japanese culture
among the Benildean community
through various social events
that include traditional festivals,
cultural demonstrations, Kaizenthemed team building, J-fashion
show, Maid Cafe, and many more.
Rotaract Club Benilde develops
4/F,
professional
and
leadership MFC Building
skills; to emphasize respect Taft Campus
for the rights of others based
on recognition of the worth of
each individual; to recognize the
dignity and value of all useful
occupations as opportunities to
serve; to recognize, practice,
and promote ethical standards
in leadership and vocational
responsibilities;
to
develop
knowledge and understanding
of the needs, problems, and
opportunities in the community;
and to provide opportunities for
personal and group activities to
serve the community and promote
international understanding and
goodwill towards all people.
Best Buddies Benilde is a global
4/F,
volunteer
movement
that MFC Building
creates opportunities for one- Taft Campus
to-one friendships, integrated
employment
and
leadership
development for people with
intellectual and developmental
disabilities. BBB aims to enhance
the social and leadership skills
of Benildeans with intellectual
developmental disabilities to help
them adjust to their different
situations. BBB’s main objective
is to highlight inclusion in the
Benildean Community.
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The Benilde Red Cross Youth
4/F,
Council (BRCYC) is a humanitarian MFC Building
organization
that
provides Taft Campus
different activities to educate
and empower the youth, with the
spirit of service and volunteerism
through constructive trainings.
BRCYC also provides opportunities
that will direct and harness the
energy and idealism of the youth
into
worthwhile
humanitarian
activities.
Residence Hall Council is an
4/F,
organization in De La Salle-College MFC Building
of Saint Benilde that embraces Taft Campus
the Benildean Core Values of
being socially responsible and
appreciative
of
individuals
uniqueness as it aims to help
establish camaraderie and unity
among the benildean community
by bringing to the campus the
feeling of having the second home
through activities that would help
them develop these traits which
were being practiced within the
four corners of the residence hall.
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2.5. Governance Cluster
Adlaw is the premier Political Party of
De La Salle-College of Saint Benilde.
The party upholds social liberalism
and stands on the center-left of the
political spectrum. It safeguards social
justice, equality of opportunities,
and societal participation throughout
the College that may head upon
the incorporation of the Benildean
student body in our nation and
society. The party aims to create and
inspire aspiring students to become
fit and capable student leaders for the
Benilde Central Student Government
as well as for the party itself.

4/F,
MFC Building
Taft Campus

Benilde Muslim Association is a
religious organization representing
the Islamic minority, aim to unite and
strengthen the iman (faith) of the
Muslim community in De La SalleCollege of Saint Benilde, propagate
the word of the Almighty Allah to all
interested parties, and promote social
awareness and responsibility with the
intention of acting in accordance with
the Benildean principles.

4/F,
MFC Building
Taft Campus

2.6. Religious Cluster

2.7. School of Deaf Education and Applied Studies (SDEAS) Cluster
Benildean Deaf Association aims
to empower the Deaf and Hard-ofHearing Benildeans to become active
and productive members of the
Benildean community. Its objective
is to uphold the rights of the Deaf
and Hard-of-Hearing to full and
equal access to information, campus
facilities, and support services in
Benilde in order that they will become
empowered, self-reliant and active
contributors as future leaders of the
Filipino Deaf community.

4/F,
MFC Building
Taft Campus
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2.8. School of Diplomacy and Governance (SDG) Cluster
The Leaders in Diplomacy (LEAD) is
the professional student organization
of the Consular and Diplomatic Affairs
(CDA) program of De La Salle-College
of Saint Benilde. This organisation
aims to promote and develop active
participation and cooperation among
CDA students through efficient
trainings and programs that will
hone their intellectual, social and
leadership capabilities and to improve
their abilities and skills for their future
in serving the Philippines.

4/F,
MFC Building
Taft Campus

2.9. Student Involvement Office (SIO)-Accredited Student
Organizations/Groups
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Benilde
Committee
on
Student
Involvement
is
the
volunteer
administrative
arm
of
SIO
composed of currently tenured
officers from the different SIOaccredited
Organizations.
The
cluster representatives takes care
of the affairs and concerns of their
respective clusters. The committee
is also actively involved in the
accreditation process of the student
organizations.

4/F,
MFC Building
Taft Campus

The
DLS-CSB
Central
Student
Government
is
the
student’s
highest governing representative
exemplifying the Lasallian values of
faith, zeal for service and communion
in Mission. It aims to embody the
highest expression of student power
and will, seeking to continually
develop, enhance and serve the
school and nation in innovative and
efficient ways.

4/F,
MFC Building
Taft Campus

The independent body called the
4/F,
Benilde Commission on Elections MFC Building
(COMELEC) is the legitimate and Taft Campus
sole body to carry out the duties,
obligations, and responsibilities in
the conduct of student elections.
The COMELEC shall govern all
election officers in the Central
Student Government (CSG), as
well as the
COMELEC internal
election, all accredited student
political parties, political coalitions,
election candidates, and student
voters during election period,
election process, and all plebiscite
in the CSG.
4/F,
Benilde Debate Varsity, the official
debate varsity of De La Salle- MFC Building
College of Saint Benilde under the Taft Campus
Student Involvement Office, is
a collegiate debate varsity team
in pursuit of excellence in public
speaking, intellectual discourse and
leadership through representing
the College in varsity and elite
level
debating
competitions,
tournaments and the like.
The
International
Student
4/F,
Emissaries is the volunteer arm MFC Building
of
the
International
Student Taft Campus
Unit (formerly Foreign Students
Unit), aiding in implementing its
programs and projects. They assist
in providing information and giving
support to fellow international
students with the aim to foster and
facilitate international and crosscultural experiences.
Student Trainers is the volunteer
4/F,
arm of the SIO, helping them MFC Building
implement the year-long training Taft Campus
program. They are part of the
planning,
implementation,
and
evaluation stages of the unit’s
program and projects. They assist
in the implementation of the
Frosh Orientation Program, team
building, and student development
activities.
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APPENDIX U
Glossary of Terms
THE PHILIPPINE LASALLIAN FAMILY
Lasallian Terminologies
Br.
CH
FSC

Brother
Central House
Fratres Scholarum
Christianarum
IALU International Association of
Lasallian Universities
LEAD Lasallian East Asia District

LFC
LGP
LSN
PLFC
SI

Lasallian Formation Center
Lasallian Guiding Principles
La Salle Novitiate
Philippine Lasallian Family
Convocation
Strategic Intent

De La Salle Philippines
DLSASMC
DLSAU
DLSU-STC
DLS-CSB
DLSHSI
DLS-JBC
DLSL

De La Salle Andres
Soriano Memorial
College
De La Salle Araneta
University
De La Salle University
Science and Technology
Complex
De La Salle-College of
Saint Benilde
De La Salle Health
Sciences Institute
De La Salle John Bosco
College
De La Salle Lipa

DLSP
DLSU
DLSU-D
DLSZ
JHIS-LS
LSA
LSCA
LSGH
LSU
SJS-LS
USLS

De La Salle Philippines
De La Salle University
De La Salle-UniversityDasmariñas
De La Salle Santiago Zobel
School
Jaime Hilario Integrated
School-La Salle
La Salle Academy
La Salle College Antipolo
La Salle Green Hills
La Salle University
St. Joseph School-La Salle
University of St. La Salle

Other Lasallian Groups
ANHS
FLI
LaFT
LIFE
LJPC
LPC
LASSO
LYC

Adult Night High School
Federation of Lasallian
Institutions
Lasallian Animation and
Formation Team
Lasallian Institute for the
Environment
Lasallian Justice and
Peace Commission
Lasallian Partners’
Council
Lasallian Supervised
Schools Office
Lasallian Youth
Commission

DLS-CSBAA De La Salle-College of
Saint Benilde Alumni
Association
HAIL
Home and Away
Invitational League
NCAA
National Collegiate Athletic
Association
PAASCU
Philippine Accrediting
Association of Schools,
Colleges and Universities
SMEC
South Manila Educational
Consortium
TFSS
Task Force Safe School
UNIGAMES Philippine University
Games

For a list of Benilde degree programs and their respective abbreviations,
see Section 3.1.2.
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HYMN TO SAINT BENILDE
Raise your voices, sing your praises
Hail, Saint Benilde!
Pride and honor, we proclaim
To thee, oh, Saint Benilde!
A teacher of the Christian youth,
A prudent man of God,
Inspire us in a life of prayer
As we learn in truth and love.
Raise your voices, sing your praises
Hail, Saint Benilde!
Pride and honor, we proclaim
To thee, oh, Saint Benilde!

ALMA MATER HYMN
Hail, hail
Alma Mater
Hail to De La Salle!
We hold your banner
High and bright
A shield of green and white
We’ll fight to keep your glory bright
And never shall we fail
Hail to thee, our Alma Mater
Hail! Hail! Hail!
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