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SCOPE:

These policies/procedures/guidelines on Handling Disciplinary Cases shall be applicable to both the Manila and Quezon City campuses of the Philippine Women’s University. 

POLICIES

1. Any person (complainant), with a complaint or who has direct knowledge of the subject for a complaint, may file a formal charge with the SDO against another person (respondent), i.e. a student or any member of the University’s academic/non-academic/non-teaching administrators or staff members.
2. Upon receipt of any formal charge, the Discipline Officer, assigned to handle the case, should follow the implementing/procedural guidelines for handling disciplinary cases issued by the SDO. 
3. Due process shall be observed in handling all disciplinary cases.

4. In handling disciplinary cases, all proceedings should be carried out through sincere dialogue marked by openness and understanding.
5. Regardless of the nature and/or gravity of the violation or offense, student-offenders will be required to take the Introductory Module of the SDO Values Formation Program.

PROCEDURAL GUIDELINES

	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	1. Discipline Officer
	1.1 Receive complaint.
1.2 Ask complainant to accomplish the Incident Report Form [SDO-DC Form 07-001].


	

	
	2.1 Prepare the Call Slip (in duplicate).

2.2 Serve the Call Slip to the student-respondent.

2.3 Ask the student-respondent to acknowledge receipt of the Call Slip. 

	SDO Director
Faculty-in-Charge


	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	
	3. Ask the student-respondent to accomplish the Respondent’s Incident Report Form [SDO-DC Form 07-002]. The student-respondent is given three (3) days to submit the accomplished form to the SDO. Failure on the part of the student-respondent to submit the accomplished Student Incident Report Form within the given reasonable period of time is deemed as admission of the act/s complained about.


	

	
	4. Check the SDO data base for any previous offenses committed by the student-respondent.


	

	
	5.1 Open a Student’s SDO File Folder [SF] for the student offender.

5.2 File the accomplished SDO-DC Forms 07-001 and 07-002 together with the acknowledged copy of the Call Slip as well as the record of the student-respondent’s History of Offenses in the student’s SF.

	

	
	6.1 Prepare the Student Offense Report [SDO-DC Form 07-003].

6.2 Forward the Student Offense Report, together with the [SF], to the SDO Director for the disposition of the case.


	SDO Director

	Director, SDO
	7.1 Review the facts of the case.
7.2 Decide on the disposition of the case and indicate the action(s) to be taken in the space provided for in [SDO-DC Form 07-003].

	Discipline Officer

	IF THE STUDENT- RESPONDENT ADMITS GUILT OF HIS/HER OFFENSE
	
	

	Student Discipline Committee
	8. Apply summary action
	Director, SDO

	Director, SDO
	9. Impose the sanction
	Discipline Officer

	Discipline Officer
	10.1 If sanction is a Verbal Reprimand
Prepare a MEMO TO FILE, for record purposes only, to be filed in the student’s SF. This memo is NOT issued to the student.


	


	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	
	If the sanction is a Written Reprimand
a) Prepare two (2) copies of the  Written Reprimand [SDO-DC 
   Form 07-005].

b) Serve the Written Reprimand to 

    the student.

b) File the acknowledged copy of
    the Suspension Notice in the 
    student’s SF.

If the sanction is Suspension (In-House or Out of School)

a) Schedule the suspension period.

b) Prepare three (3) copies of the Suspension Notice [SDO-DC Form 07-006]. 

c) Prepare three (3) copies of the Suspension Memo [SDO-DC Form 07-006A] addressed to the Dean/Head of the academic unit where the student is enrolled. The original copy is sent to the Dean. The duplicate copy is given to the AVP for Student Services. The triplicate copy, noted by the AVP for Student Services and duly received by the student’s Dean, should be filed in the student’s SF.
d) Serve the Suspension Notice to the student and the student’s parents/guardian, AND deliver the Suspension Memo no later than five (5) school days before the start of the suspension period.

e) File the acknowledged copies of the Suspension Notice and the Suspension Memo in the student’s SF.

f) Implement the suspension.

(Refer to the PSG for In-House OR Out of School Suspension)

If the sanction is Dismissal
a) Prepare three (3) copies of the Dismissal Notice [SDO-DC Form 07-007].


	Assistant Director for SD Formation Programs


	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	
	b) Prepare the Dismissal Memo [SDO-DC Form 07-007A] addressed to the Dean/Head of the academic unit where the student is enrolled. The SDC members, the AVP for Student Services, and the University Registrar should be provided copies of the Dismissal Memo. A copy of the Dismissal Memo, duly received by the student’s Dean should be filed in the student’s SF.

c) Serve the Dismissal Notice to the student and the student’s parents/guardian, AND deliver the Dismissal Memo.
d) File the acknowledged copies of the Dismissal Notice and the Dismissal Memo in the student’s SF.

Unless the student makes an Appeal for Reconsideration, the decision on the case becomes final and executory. 
If the student makes an Appeal for Reconsideration, refer to the corresponding procedure detailed in a separate PSG.

	

	IF THE STUDENT-RESPONDENT DENIES THE CHARGE(s) 
	
	

	Student Discipline Committee
	Convenes and conducts hearings to resolve the disciplinary case.

Refer to the corresponding procedure detailed in a separate PSG.


	Director, SDO

Dean/Head of the academic unit where the student is enrolled
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