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SCOPE:

These policies/procedures/guidelines on the THE CONDUCT OF HEARINGS FOR DISCIPLINARY CASES shall be applicable to both the Manila and Quezon City campuses of the Philippine Women’s University. 

POLICIES

1. Whenever a student, who is a recipient of a compliant, denies the allegation in writing, the Student Discipline Committee (SDC), headed by the Student Discipline Office (SDO) Director as the Chairperson, convenes to conduct hearings to determine a just and humane resolution of the case. This is consistent with the mandate to respect the student’s right to due process.
2. Hearings shall be continuous and should not last more than a month from the date of the initial hearing. Each party is allowed only one postponement.
3. The SDC Chairperson shall act as the moderator of the administrative case hearings. As the moderator, he shall:

a) exercise complete control over the proceedings in all the stages of the hearings,

b) prescribe the order of the presentation of evidences by the concerned parties,

c) rule on the admissibility of evidences and testimonies, i.e. the exclusion or inclusion of witnesses or documents to be presented for the same party while a witness testifies.

4. All student-respondents are entitled to legal assistance. He/she may seek the assistance of a lawyer of his/her choice. Should the student-respondent waive his/her right to counsel, the investigation proceeds since the absence of a counsel does not nullify the proceedings of the hearings. The status of the student-respondent’s counsel is that of an observer whose main responsibility is to ensure that due process is observed in the resolution of the case.

5. Should the student-respondent and/or complainant fail to appear for the initial hearing after due notice and without sufficient cause, the absence shall be noted and the initial hearing will proceed in his/her absence without prejudice to each other’s presence in subsequent hearings.

6. The SDC may continue to hear witnesses in the absence of the complainant, but the presence of the respondent shall be indispensable unless such right has been waived. Such waiver shall be presumed when the respondent fails to appear despite due notice.
7. In instances where a party decides to walk-out from the on-going case hearing, the act is deemed to be a waiver of the party’s right to be heard. The hearing proceeds in the absence of that party and the case may be resolved even in the absence of that party.

8. When presenting his/her side during hearings, both parties should limit their evidences (testimonials or documentaries) to the allegations in the written complaint (SDO-DC Form 07-001)or written answer (SDO-DC Form 07-002).

9. During the administrative case hearings, only the members of the SDC are allowed to ask questions addressed to the complainant, the student-respondent or the witness. Questions, from parents, the legal counsel, or other observers may not be directly addressed to the person on the witness stand. These questions should be coursed through the moderator.

10. During the hearings, cross-examination of the complainant or the student-respondent or any witness is not allowed.

11. A record of the entire proceedings, in transcribed notes or tape recordings, should be taken and filed as part of the records of the case that will be under the safekeeping of the Student Discipline Office.
12. The final resolution/decision of the case is made by the MANCOM based on the SDC’s findings and recommendations which have been reviewed by the Review Committee.
13. Any party who is not satisfied with the decision rendered may file an appeal or a motion for reconsideration with the Office of the President stating the grounds thereof, within five (5) days from receipt of the decision. If a motion for reconsideration is not availed of within the prescribed period, the decision of the MANCOM becomes final and executory.

PROCEDURAL GUIDELINES

	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	BEFORE THE HEARINGS
	
	

	1. Discipline Officer
	1.1 Check the accomplished Student Incident Form [SDO-DC Form 07-002].
1.2. In case the student-respondent denies the charges/allegations in writing, as indicated in the SDO-DC Form 07-002 he/she accomplished, notify the SDO re the denial.

	SDO Director/SDC Chairperson

	2. SDO Director/SDC Chairperson
	2.1 Schedules the hearings.
2.2 Serves the Notice of the Schedule of Hearings [SDO-DC Form 07-004] to the complainant, the student-respondent.
2.3 Serves the Notice of the Schedule of Hearings [SDO-DC Form 07-004A] to the student-respondent’s parents.

2.4 Notifies the SDC members re the schedule of hearings. The SDO provides the SDC members with all the pertinent documents related to the administrative case to be heard.

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

	DURING THE HEARINGS
	
	

	1. SDC’s designated Secretary
	1.1 Ask all those present to sign on the Attendance Sheet.

1.2 Records the entire proceedings, in transcribed notes or tape recordings.

	


	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	2. SDO Director/SDC Chairperson
	2.1 Acknowledges the presence of all those in attendance.

2.2 Reminds all those present re the policies/guidelines to be followed during the hearings.

2.3 Conducts the hearings following the set policies/guidelines for conducting administrative case hearings.


	

	AFTER THE HEARINGS
	
	

	1. SDO Director/SDC Chairperson
	1.1 Meets with the SDC members to finalize the Committee’s findings and recommendations.

2.2 Forwards the SDC’s findings and recommendations, together with all the pertinent documents, to the Review Committee.


	SDC members

Review Committee

	2. Review Committee
	2.1 Meets en banc to review and assess the findings and recommendations of the SDC

If necessary, conducts further inquiry on the case.
2.2 Submits the final recommendation to the MANCOM for MANCOM’s approval.


	SDO Director/SDC Chairperson

	3. MANCOM
	3.1 Meets en banc to deliberate on the findings and final recommendations of the SDC and the Review Committee on the particular case.

If necessary, creates a committee to conduct further inquiry and investigations on the particular case
3.2 Renders the final decision on the recommendations.


	SDO Director/SDC Chairperson

Review Committee

	4. SDO Director/SDC Chairperson
	4.1 Notifies the student-respondent and his/her parents re the final decision on the particular case.
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.
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