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SCOPE:

These policies/procedures/guidelines on the IMPLEMENTATION OF IN-SCHOOL SUSPENSIONS shall be applicable to both the Manila and Quezon City campuses of the Philippine Women’s University. 

POLICIES

1. Any student found guilty of violating any of the provisions, norms and regulations prescribed by the University may be meted a sanction of IN-School Suspension depending the nature, gravity and/or frequency of the offense.
2. The duration of the IN-School Suspension will be determined by the classification of the offense, i.e.

a) 
For Category A Offenses (the most serious levels of infraction), the suspension period should be at least five (5) school days.

b) For Category B Offenses (moderately serious violations), the suspension period should be at least three (3) school days but not more than five (5) school days

c) 
For Category C Offenses (the least serious offenses), the suspension period should be at least two (2) school days but not more than three (3) school days

3. Regardless of the nature of the offense and the duration of the IN-School suspension period, the student will be required to undergo the Academic and Values Formation components of the Program. The Academic component is designed to keep the students current in their academic progress. The student will be required to complete the assignments given in class during his/her suspension period. The Values Formation component is designed to help the student commit to behavioral changes that would contribute to his/her character formation. 
When indicated or found necessary, the student may also be required to undergo the Service component and/or be referred to the Guidance Office for counseling sessions after the suspension period.
4. No student, who is given a sanction of suspension, shall be allowed to enroll or be allowed to attend classes or take his/her examinations without the written clearance from SDO.
PROCEDURAL GUIDELINES

	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	1. Discipline Officer (DO)

	1.1 Instruct the suspended student to record his/her attendance in the Attendance Logbook for Suspended Students.
1.2 Introduce the Academic component of the Program.

1.3 Require the student to obtain from his/her teachers the assignments that will be given to the class while he/she is on suspension. A copy of the list of assignments, together with the due dates of the assignments, should be submitted to the DO. Prior to the submission of the assignments to the respective teachers, the student should present the completed assignments to the DO for monitoring purposes. The student expected to do the assignments at the end of each day of his/her suspension period.

	

	2. Discipline Officer (DO)


	2.1 Conduct the corresponding Values Formation Module indicated for the specific offense OR endorse the student to the SDO Director and/or the Asst. Director for the SDO Values Formation for the conduct of the Module.
Depending on the duration of the suspension period and the nature of the offense, the Values Formation Module may involve a Service component.


	SDO Director

Assistant Director for the SDO Values Formation Program

	3. Discipline Officer (DO)
	3.1 After the student has undergone the Academic and Values Formation components of the IN-School Suspension Program, instruct the student to write a Reflection Paper and accomplish a Personal Action Plan using the prescribed forms.


	SDO Director

Assistant Director for the SDO Values Formation Program

	4. Discipline Officer (DO)
	4.1 Files the suspended student’s Reflection Paper and the Personal Action Plan in the student’s SF.
4.2 Reviews the suspended student’s performance during the suspension period.

	SDO Director

Assistant Director for the SDO Values Formation Program

	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	
	4.3 Recommends follow-up action steps to help the suspended student change his/her behaviors.
	

	5. Discipline Officer (DO)
	5.1 Schedule post-suspension period follow-up sessions with the student.

5.2 Instruct the student to report for the follow-up sessions. During the follow-up sessions, the student will be required to report on the progress of his/her Personal Action Plan.

If indicated, refer the suspended student to the Guidance for counseling sessions as a post-suspension period follow-up activity.
5.3 Issue the Call Slip for the 1st follow-up session.

5.4 File the acknowledged copy of the Call Slip in the student’s SF.

	

	6. Discipline Officer
	6.1 Issues the SDO Clearance that should allow the student to enroll/attend classes/take his/her examinations. 
6.2 Files a copy of the SDO Clearance issued to the student in his/her SF.

6.3 Informs the respective Dean/Head of the academic unit where the student belongs re the status of the student’s suspension.


	SDO Director

Assistant Director for the SDO Values Formation Program
Dean/Head of the academic unit where the suspended student belongs
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