CHAPTER I.
INTRODUCTION
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A BRIEF HISTORY
It all started with a dream, and in it Mrs. Estrella O. Simon saw
herself managing her own school. From then on, that dream never
escaped her memory until it became a reality.
She interpreted it as a manifestation of God’s plan for her. She
believed that establishing her own school would guarantee that her
two children, Echel and Leovenci as well as the children of families
residing in Francisco Homes community will get a well-deserved,
affordable, quality education.
Upon consultation with her husband, Mr. Leonardo D. Simon
of her dreams and plans, the couple with the help of other family
members laid down the initial construction plan of the would-be
Francisco Homes Learning Center.
On June 14, 1984 with an initial enrollment of 350 pupils
distributed to the Nursery up to Grade Four and with Mrs. Simon as
principal, the school formally opened. There were seven (7)
pioneering teachers namely: Ms. Visitacion Laciste, Ms. Leonita S.
Alquiso- la, Ms. Sylyn B. Decena, Ms. Susan P. Cariño, Mr. Pepito P.
Gerona, Ms. Zenaida Y. Gerona and Mr. Gaspar V. Solis Jr.
On its second year, the school population doubled, and it
offered complete elementary education under Government
Recognition H-E-023. In 1989, this learning center was renamed
into Francisco Homes Learning Academy.
Thru cooperation, unity and genuine commitment of its
administration, faculty and non-teaching personnel as well as the
positive feedbacks from stakeholders notably the parents, the
academy continued to rise to its zenith and the founder’s efforts
really paid off.
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In 2003, Special Science Class high school was offered.This
was brainchild of Mrs. Echel-Simon Antero, the Assistant Principal.
In March 2004, Mrs. Antero was officially installed as principal
of the Basic Education Department. In the same year, the academy
was re- named Francisco Homes College with Mr. Leonardo D. Simon
as President and Mrs. Estrella O. Simon as Vice President for
Academic Affairs.
Simultaneous with these growth and expansion in population
and facilities is the opening of the collegiate level that offered
courses in Education with English, Mathematics and Physical
Science as areas of concentration and Nursing.
To address the needs for more college courses that were in
demand in the world of work, the college offered Bachelor of
Science in Hotel and Restaurant Management in 2006 Bachelor of
Science in Information Technology with CISCO Program in 2010;
Bachelor of Science in Tourism Management; Bachelor of Science in
Office Management; and Bachelor of Science in Midwifery in 2012.
In consonance with the cityhood of San Jose del Monte,
the first among the municipalities in Bulacan, the college
administration conceived the idea of again renaming the college.
Surveys and series of consultations were undertaken and in 2008,
First City Providential College (FCPC), became its new name
in grateful acknowledgement of God’s divine graces showered
upon this center of learning, THE FIRST, THE BEST in Bulacan.
FCPC has not only made changes in its name as it has also
established a record of excellence as shown by its performance;
100% passing rate in the Licensure Examination for Nurses; 100%
passing rate in the Licensure Examination for Teachers; and CISCO Certified Network Associate (CCNA); and championship in
CSAN- PRISA and BULPRISA, MTAP, and cultural competitions
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notably.
Added to its string of accomplishments is the back-to-back
championship of the campus journalists who earned for
FCPC the Over-all Championship in the Division Press Conference
for both elementary and secondary level.
All these great things became possible because of dedicated
and loyal members of faculty and staff. Their dedication to the
teaching profession, their commitment to render quality service and
their passion to make a difference contributed to realization of the
school’s philosophy of providing quality education to all students.
These magnificent qualities of our honorees are worth emulating.
Thus, the length of quality service they rendered and the sense of
loyalty they have shown are truly admirable and incomparable.
Indeed, they deserve recognition for a job well done.
1984
On June 14, 1984 with 350 pupils distributed from Nursery
to Grade Four, the school started its operation with Mrs. Estrella O.
Simon as principal and seven pioneering teachers, Ms. Leonita S.
Alquisola, Ms. Sylyn B. Decena, Ms. Susan P. Cariño, Mr. Pepito P.
Gerona, Ms. Zenaida Y. Gerona, Ms. Visitacion L. Laciste and Mr.
Gaspar V. Solis, Jr.
1985
Francisco Homes Learning Center marked its 1st
Founding Anniversary. It was the first step to a thousand miles.
With its theme, “Wisdom Dwells with Prudence”, FHLC
recognized and honored the students who finished their basic
education with flying colors.The annual field demonstration
highlighted the FHLC’s Foundation Day. Class 1985 preschoolers
made their way to learn basic education in FHLC.
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1986
FHLC held its selection of finalists for Ms. Francisco Homes
Learning Center 1986.
1987
Mrs. Echel Simon-Antero (right),Corps Commander of the
Honor Guards Club, received the Award of Excellence during
the Recognition Day.
1988
Mrs. Estrella O. Simon’s passion to provide better
facilities for every student prioritized the establishment of an
improved school library.
1989
Francisco Homes Learning Academy held its 5th Preschool
Graduation Day.
1990
The first High School Commencement Exercise was held at
the school quadrangle.
1991
Learning is fun in Francisco Homes Learning Academy with
its effective academic program and dynamic faculty.
1992
FHLA continued to develop students’ knowledge, skills, and
values through educational trips to various interesting and
historical places in the country.
1993
Compassion for education and the youth’s future were the
driving force that prompted Mrs. Estrella O. Simon to produce holistic
and well-rounded citizens for God, country, and humanity.

1996
With its growing number of students, FHLA continued to meet
the demands of society thru its competitive and dynamic faculty.
FHLA paid tribute to the teachers, staff, and personnel who
served the school for a minimum of 10 years.
1997
Students from class 1997 showcased their dancing skills
during the mass induction of class officers.
1998
FHLAians are nationalistic individuals. This was actualized
during the Centennial Anniversary celebration of the Independence
Day.
1999
The Ms. Alma Mater and her court symbolize Brains, Beauty,
Breeding (3B’s), and Loyalty as portrayed during the annual Loyalty
Turnover Rites.
2001
Outstanding teachers were honored during the Annual
Teachers’ Day Celebration.
2002
The Ms. Alma Mater and her court flashed their sweet smiles
on coronation day, a time to showcase talent, poise, and personality.
Excellence is the trademark of the FHLA teachers who provide
quality education for God, country, and humanity.
2003
Friendship and camaraderie are manifested during the annual
year-end socialization party.
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2005
It’s more fun in Francisco Homes College. This is seen in
every year-end socialization party of faculty members, staff and
administrators.
2006
As a mark of the fulfillment of the institution’s vision and
mission, Francisco Homes College, College of Nursing conducted its
1st Cap- ping and Pinning Ceremony.
2008
In collaboration with the Rotary Club of Port Klang
International, Malaysia, FCPC played host to the Fellowship and
Welcome Activity for the foreign Rotarians
2009-2010
FCPC teachers show that there is unity and beauty in diversity.
2012
Developing and enhancing the students skills to become
Godloving, intelligent, disciplined, creative, productive, and
nationalistic for God, country, and humanity, are primordial duties of
FCPC.
2013
First City Providential College administrators led the
groundbreaking rites of the new school gymnasium and Balagtas
Hall.
2014
On its 30th Founding Anniversary, First City Providential
College continues to live up to its Vision and Mission. True to its
motto, First City will carry on its legacy of being “The First and the
Best”.Back to Back Championship of Elementary and Secondary
Campus Journalism in the Division Level

2015
First City Providential College held the FCPC Green
Convergence. After the program at the gymnasium a Tree
Planting activity was done at Brgy. Kakawate San Jose del
Monte, Bulacan which was participated by the Journalist and
Students Council Officers.
2016
The Balagtas Hall was finally completed including the
façade. It was also the start of the Senior High School in FCPC.
2017
February
FCPC reigned as the over-all champion of the MTAP High
School Division
 UNA, Pioneer, Unang Mensahero and the Great Herald
were awarded as the Best School Publication at the
Regional Schools Press Conference
September
CSANPRISA: Academic,Cultural and athletic Events were
Once again dominated by the First City Providential College.
The school was declared as the over-all champion in the
said competitions.
FCPC achieved its 4-peat victory when it became the over-all
champion at the Division Elementary and Secondary
Schools Press conferences.
Reigning for the fourth time, FCPC won as the Grand
Champion In the Philtoa Cultural Dance Competition
October
FCPC Baliktanaw Dance Troupe ranked Top 5 (Monster
Division) in World Supremacy Battlegrounds in Sydney,
Australia
FCPC became the over-all champion of Division Festival of
Talents and Regional Festival of Talents
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December
The Philippine Association of Colleges and Universities
Commision on Accreditation (PACUCOA) had its
consultancy and preliminary visit to FCPC for the first batch
of programs which are as follow: BSN, BHSHRM, BSIT,
BEED, BSED, Elementary and Junior High School.
2018
February
FCPCians won at the National Festival of Talents
FCPC ranked as the over-all champion in the Elementary
Division of MTAP
Research or Junior High School and Senior High
School students
March
The first batch of Senior High School students of FCPC
graduated
April
PACUCOA had its consultancy visit for the second batch of
programs which are as follow: BSTM, BSOM, BSM and
Senior High School
June
 The newly-built Blas Ople Hall is now occupied by the
students and the teachers
Arrival of Foreign Exchange Students through
IAESTE Program
Research Colloquium/For a with the theme “Forging
Innovative Research Towards Academic Excellence”
IRIS/International Research and Innovation Summit
July
PACUCOA’s Level 1 Accreditation Visit to FCPC for the
Batch 1 Programs
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New college programs were offered such as BS
Accountancy, BS Criminology, BA Communication, BA
Political Science, BA/BS Pschology, BS Biology, BS
Computer Science, Bachelor of Physical Education and
Bachelor of Technology and Livelihood Education.(Month)
Outcome-Based Education Exposition (OBEX I) was held to
Showcase performances and learning outputs.
September
The school was hailed over-all champion in Academic,
Cultural and Athletic Competitions in CSANPRISA and InterSchool Academic and Athletic League (ISAAL).
2019
FCPC Baliktanaw Performing Arts won in the World of Dance
(WOD) Philippines. They will represent the country in the
WOD USA

UNA (7th) and Pioneer (6th) the Filipino and English School
Publication were recognized as the Best School Publiction in
the National Schools Press Conference.

Outcome-Based Education Exposition 2 highlighted the
attainment of Course outcome of each group of students in the
basic and tertiary education department through their display of
products and performances.

FCPC students from Junior High School and Senior High
School and College Department presented their researches in
the 6th National Research Conference held at Palawan.
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FIRST CITY PROVIDENTIAL COLLEGE
INSTITUTIONAL VISION, MISSION, GOALS AND OBJECTIVES
VISION
First City Providential College shall be a world-class
university for lifelong learning.
MISSION
FCPC shall:
1. offer relevant and multidisciplinary academic programs to
produce lifelong learners who are globally competitive and
socially responsible professionals;
2. produce viable researches for local and
international publication and utilization;
3. implement collaborative and sustainable community
extension services.
PROGRAM EDUCATIONAL OBJECTIVES
Within 3 years, FCPC Graduates shall:
1. show the ability to synthesize knowledge continuously in
solving problems for the improvement of life;
2. perform work responsibly guided by the institution’s
core values;
3.actualize high ethical standards in working singly
or collaboratively.
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GOALS AND OBJECTIVES:
1. Produce globally competitive graduates equipped with
knowledge, skills and values that uphold the integrity and
ethical standards of the profession;
2. Offer curricular programs responsive to the changing needs
of the society;
3. Promote academic and moral excellence for the total
development of man;
4. Optimize learning through effective delivery of instruction,
efficient utilization of facilities and resources, competent
and dynamic faculty that provide an environment conducive
to learning;
5. Provide efficient student services for the holistic development
of the academic community;
6. Develop a functional research program for national
development;
7. Enhance the institution’s research productivity in the areas of
instruction, student services and community extension
programs;
8. Utilize research outputs to meet the needs of the institution
and the community;
9. Produce innovative researches in the fields of Science and
Technology, Health Sciences, Social Sciences,
Education, Arts and Business Management for economic
and societal development;
10. Institutionalize sustainable community extension services
for the development of the society;
11. Promote active participation in the development of outreach
program services based on the assessed needs in the
community; and
12. Foster collaboration with the government & non- government
organizations.
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CORE VALUES:
Faith in God
Creativity
Perseverance
Collaboration
Intelligence
Altruism
Nationalism

FCPCians are lifelong learners for God, country and humanity.

FCPCian’s Creed
I am a true FCPCian
I carry the name of my dear school,
First City Providential College
I live up to its ideals
I have the duty and responsibility
to think, act and live with
Faith in God
Creativity
Perseverance
Collaboration
Intelligence
Altruism and
Nationalism
Anywhere, anytime and always in my life
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LIVING THE VALUES/IDEALS OF
FIRST CITY PROVIDENTIAL COLLEGE
o FCPCian who lives the value of faith in God
1.
Prays and seeks to do his/her best
2.
Believes that God is almighty and can do all things
3.
Believes that the real knowledge and wisdom he/she
acquires are blessings from God
4.
Wants to please God and fulfill His will and His
commands
5.
Engages oneself in worthwhile religious activities
6.
Shows a caring attitude towards God’s creations
7.
Respects places of worship.
8.
Respects religious belief of others
o FCPCian who lives the value of creativity
1.
Seeks to use his/her talents and resources to build,
to contribute to the betterment of his/her own life, that
of others, and of society as well
2.
Is organized in his/her thoughts, words, deeds, in his
relationship, and in the use of resources

1.
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Actualizes Resourcefulness:
Has diverse interests and abilities.
2.
Gives varied ideas and solutions to questions,
challenges and problems.
3.
Uses different ways and means in
solving problems.
4.
Changes, improves, and modifies situations
and objects.
5.
Recycles materials.

o FCPCian who lives the value of perseverance
1. Exhibits grit by refusing to give up the pursuit of a goal

despite difficulties.
2. Sees failure as a positive learning experience and tries
again until the learning goal is attained.
3. Understands the value of hard work and takes
responsibility for one’s own academic progress.
4. Does not make excuses or blame others for failure.
Actualizes Industry:
1.
Works without being told
2.
Works without complaining
3.
Finishes work on time
4.
Promptly works on assigned tasks.
5.
Works beyond assigned tasks.
Actualizes Self-Reliance:
1.
Shows initiative and resourcefulness in doing
assigned tasks.
2.
Works independently.
3.
Does one’s work to the best of his/her ability.
4.
Tries out ways to do one’s work before seeking
help from others.
5.
Participates in programs and other school
activities
Actualizes Sense of Responsibility:
1.
Demonstrates positive attitude in accepting
responsibilities
2.
Demonstrates attributes of a responsible
member of the community/society where
he/she belongs.
3.
Shows initiative towards work in fulfilling
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4.
5.

one’s duties.
Demonstrates sense of responsibility for
any action taken.
Shows concern for one’s environment.

o FCPCian who lives the value of collaboration
1. Shows flexibility, leadership, initiative, productivity and
social skills.
2. Learns how to work cooperatively and support others.
3. Has effective teamwork and communication skills
Actualizes Helpfulness and Cooperation:
1.
Does one’s share in household chores.
2.
Does one’s share in schoolwork.
3.
Does one’s share in group work.
4.
Voluntarily helps the needy.
5.
Cooperates in implementing rules and
regulations
Actualizes consideration for others:
1.
Respects feelings of others by not bullying
2.
Respects the right of others
3.
Waits for one’s turn in speaking, falling in line,
playing, working, etc.
4.
Takes good care of borrowed things
5.
Offers seat to the elders and disabled persons.
6.
Avoids laughing at the mistakes, mishap or
disability of others.
Actualizes Sportsmanship:
1.
Follows the rules of the game.
2.
Accepts defeat gracefully.
3.
Accepts victory humbly.
4.
Congratulates the winner/s wholeheartedly.
5.
Abides by the decision of the umpire/judges.
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o FCPCian who lives the value of intelligence
1.
Solves the problem that he/she encounters in his/her
everyday life
2.
Renders service being valued in given culture
3.
Strives for academic excellence
4.
Knows how to prioritize things
5.
Relates well with his/her classmates, schoolmates,
members of his/her community
6.
Applies his/her knowledge in designing a product
7.
Actualizes the value of lifelong learning
7.1. Loves reading
7.2. Listens well to understand
7.3
Applies social skills
Actualizes discipline:
1.
Knows and obeys rules and regulations
2.
Respects authority
3.
Does not engage in acts of violence nor does
he/she violate in any way the rights of his/her
fellowmen
4.
Knows who he/she is and what his/her duties
and obligations are and does his/her best to
fulfill them
Actualizes loyalty to First City Providential College
1.
Is proud of being FCPCian anywhere, anytime and
always.
2.
Is responsible in living up with the values stated in
the FCPC’s vision and mission.
3.
Suggest and/or supports activities, project, programs
for the betterment of the school.
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4.
5.
6.

7.

Defends it to outsiders or to those who try to
destroy it.
Is not speaking ill of the institution, its officers,
teachers and personnel.
Shares issues, reactions and sensitive information only
To school officials who are involved or who can do
something about such.
Promotes the school and brings in friends, relatives,
neighbor to study in First City Providential College

Actualizes Honesty:
1.
Returns borrowed things promptly.
2.
Gives notice about/returns things found to
rightful owners
3.
Claims only the things that belong to him/her
4.
Does not cheat
5.
Always tells the truth about others/what
happened
Actualizes Courtesy:
1.
Uses courteous expressions in conversations.
2.
Greets elders and persons in authority politely.
3.
Listens attentively to the person speaking.
4.
Behaves well in public places.
Actualizes Obedience:
1.
Obeys parents and elders.
2.
Obeys rules and regulations of the school and
the community
3.
Abides by the rule of the majority
4.
Obeys persons in authority
5.
Obeys the laws of the country
Actualizes Cleanliness and Orderliness:
1.
Clean in thoughts, words, and in deeds
2.
Keeps working area in order during and after work
3.
Keeps personal things neat and in order.
4.
Well-groomed.
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5.
Does one’s work neatly and orderly.
Actualizes Promptness and Punctuality:
1.
Comes to school on time.
2.
Attends classes regularly
3.
Finishes assigned tasks promptly
4.
Follows strictly schedule of activities such as
school programs, seminars, conventions.
5.
Submits requirements for assigned tasks
on time
o FCPCian who lives the value of altruism
1. Shows selfless acts or undertakings that put the welfare of
others before one's own.
2. Cooperates rather than compete
3. Thinks about how one’s actions affect others.
4. Feels good after helping others
5. Practices volunteerism
Actualizes the value of productivity:
1.
Is not lazy and wasteful.
2.
Seeks to make full and efficient use of his
human resources and make the material
resources within his/her control.
3.
Is committed to participating in efforts to enable
not only himself/herself and his/her family, but
all members of society as well, to possess the
sum total of social conditions needed to reach
fulfillment.
4.
Feels a sense of responsibility to help those
in need.
5.
Actualizes responsible use of technology
6.
Demonstrates self-control
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o FCPCian who lives the value of nationalism:
1.
Loves his/her country.
2.
Proud of his/her country.
3.
Ready to come to its defense, if such should
ever be necessary
4.
Loves his/her people
5.
Knows and upholds its constitution
6.
Seeks to be informed about his/her countryits history, its resources, its heroes, the problems and
challenges it faces, its directions
7.
Uses locally-made products whenever possible
Actualizes Patriotism/Love Country:
1.
Respects the flag and the national anthem.
2.
Participates in national celebrations.
3.
Uses products made in the Philippines.
4.
Reads about Philippine history,
arts and literature.
5.
Performs the duties of a Filipino citizen
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COURSE OFFERINGS

BASIC EDUCATION
Kindergarten
Elementary
Junior High School with Special Science Classes
Senior High School Tracks:
ACADEMIC STRANDS
1.
GAS-General Academic Strand
2.
STEM-Science, Technology, Engineering
& Mathematics
3.
ABM-Accountancy, Business & Management
4.
HUMSS-Humanities & Social Sciences

Technical-Vocational Strands:
1.
Home Economics
-Tourism Promotion Services (NC II)
-Front Office Services (NC II)
-Beauty/Nail Care (NC II)
-Bread and Pastry Production (NC II)
-Food and Beverage Services (NC II)
-Housekeeping (NC II)
-Hair Dressing (NC II)
-Commercial Cooking (NC II)
-Cookery (NC II)
-Caregiving (NC II)
2.
Agriculture and Fishery Arts
-Crop Production (NC II)
-Organic Agriculture (NC II)
3.
Information and Communication Technology
-Contact Center Services (NC II)
-Technical Drafting (NC II)
-Computer Software Servicing (NC II)

Arts and Design
-Performing Arts
-Visual Arts
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COLLEGE PROGRAMS
College of Engineering
BS Civil Engineering
College of Criminal Justice
BS Criminology
College of Education
Bachelor of Elementary Education
(General and Preschool Education)
Bachelor of Secondary Education Specialization:
Science
Mathematics
English
Filipino
Technology and Livelihood Education
Values Education
Social Studies
Physical Education
-Certificate in Teaching Education
College of Accountancy
-BS Accountancy
-BS Accounting and Information System
-BS Management Accounting
-BS Internal Auditing

College of Allied Medical Sciences
-BS Nursing
-BS Biology
-BS Midwifery
-Diploma in Midwifery

College of Business Management
-BS Hospitality Management
-BS Tourism Management
-BS Office Management
College of Compute Studies
-BS ComputerScience
-BS Information System

-BS InformationTechnology with CISCO Program

College of Liberal Arts
-BA Political Science
-BS Psychology
-BA Communication
o
•
•

OTHER OFFERINGS
LET Review Classes
UPCAT Review Classes
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CHAPTER II.
GENERAL INFORMATION
AND
PROCEDURES

25

GENERAL INFORMATION AND PROCEDURE
Enrollment in First City Providential College is contractual
in nature. Upon applying for admission to FCPC, the student
binds himself/herself to recognize, accept and comply with the
existing rules, regulations, policies and requirements of the
school.
ADMISSION, RETENTION AND PROMOTION POLICIES
I. Requirements for Admission
a. SF 9/ Report card
b. Certificate of Good Moral Character
c. PSA Birth Certificate
d. ESC certificate if any
II. Retention
No failing grade in any subject at the end of the
school year.
III. Promotion
Final general average of 75.00 and higher
in all subjects.
ENROLLMENT PROCEDURES
These are the steps to follow during enrollment:
For New Students:
1.
Submit the following documents:
a.SF9 /Report Card
b.Good Moral Certificate with
Learner’s Reference Number
c.PSA Birth Certificate
2.
Accomplish the Information Sheet, Registration
Card and Medical History Form
3.
Pay the assessment fee
4.
Take the entrance examination
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5.
6.
7.
8.
9.
10.
11.
12.
13.

Wait for the result of the exam
Proceed to the Interview Section and answer the questions
of the interviewer.
Get the classification slip and list of materials
Proceed to the Encoding Section.
Pay the registration fee or the required payment.
Claim the official receipt and the printed Certificate
of Enrollment
Submit the accomplished Medical History Form to the clinic
and ask the medical staff for a check-up.
Proceed to the ID section
Claim the school ID

Note: Students who have not yet submitted their SF10/Form 137 are
considered as temporarily enrolled. They are given until August to submit
the said Form. If not, they may not be included in the Academic Excellence
Awardees.
For Old Students:
1.
Accomplish the Information Sheet, Registration
Card and Medical History Form
2.
Get the classification slip and list of materials
3.
Proceed to the Encoding Section.
4.
Pay the registration fee or the required payment.
5.
Claim the official receipt and the printed Certificate of
Enrollment
6.
Submit the accomplished Medical History Form to the clinic
and ask the medical staff for a check-up.
7.
Proceed to the ID section
8.
Claim the school ID

FEES AND PAYMENT
1. All fees must be paid at the Finance Office. Likewise, all
financial activities should be transacted with the Finance Office.
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2. Amount to be paid for tuition and other fees are posted at the
Finance Office prior to and during the enrollment period.
3. Payment of tuition fee is due and has to be paid every third
day of the month.
4. Tuition fees for the month of January, February, and March
must be paid before the pre-final examination.
5. ESC fund is automatically deducted from the tuition fee of
the students.
REFUND OF FEES POLICY
In case of refund due to valid reasons, only eighty
percent (80%) of the total amount of registration and
miscellaneous fees can be refunded before the first day of class.
No refund shall be made upon the start of classes.

TRANSFERRING TO OTHER SCHOOLS WITHIN THE
SCHOOL YEAR OR DROPPING
If a student transfers to another school or drops
after the First Grading Period, he/she will be required to pay the
whole year tuition fee. He/she should seek clearance from the
registrar’s office. The clearance should be signed by his class
adviser, librarian, principal, guidance counselor and the school
cashier. The accomplished clearance should be presented to
the school registrar before getting his/her credentials.
SCHOLARSHIPS
A scholarship grant is given to a deserving student who
has met the criteria set by the school administration.
1. The student with the highest general weighted average in a
grade level shall be given a 50% discount in the tuition fees
in the next school year.
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2.Baliktanaw Performing Arts
a. Students who wish to apply for a scholarship grant
must comply with the minimum requirements.
b. Continuing scholars need to re-apply within the prescribed
period. Failure to do so means automatic dropping from
the Roster of BPA Scholars.
c. Once the list is drawn and finalized, late applicants who
may fulfill the minimum conditions shall no longer be
considered for admission.
d. Successful candidates are required to sign the Scholarship
Agreement indicating their acceptance of the conditions.
e. With the exception of incoming freshmen, application for a
scholarship will be considered if the applicant has been a
trainee of BPA for at least one year.
f. All applications must be submitted on or before the deadline
set.
g. A BPA scholar should maintain a minimum general average
grade of not lower than 80 for high school and 2.5 for
college scholars.
h. A scholar should be a role model student and must not
commit light, grave or graver offenses set by the school as
stipulated in the student handbook. Once found guilty,
he/she will be automatically excluded from the scholarship
grant.
i. The scholarship privileges granted to deserving members
of the BALIKTANAW PERFORMING ARTS are based on
the following criteria:
* Evaluation rubrics are the following: 10%
Length of Service
20% Commitment & Service
20% Punctuality
20% Attitude
20% Skills
10% Academic Performance
100% Total
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* Special talent of the student in the field of performing arts:
dancing, singing, acting, playing musical instruments; Loyalty
and dedication to the goals of the group; economic needs; and
efficiency.
j. Scholarship grants are available to deserving
BALIKTANAW PERFORMING ARTS members every
school year/semester. Scholarship will be apportioned
according to the determining percentages.
k. In case of failures in obeying the rules and regulations, a
corresponding deduction from the scholarship will be
determined
by
the
administration
upon
the
recommendation of the BPA director.
l. Recipients of the scholarship must be bona fide students
of First City Providential College. Members who fail to live
up to the standards and goals of the BALIKTANAW
PERFORMING ARTS lose all their rights to the scholarship
after due process of investigation and evaluation by the
director and ultimate approval of the administration.
3. Athletic Scholarship
It is awarded to student-athletes who have excelled in sports
and academics. Aside from being financially challenged,
applicants must have outstanding ability and must be a recipient
of awards in their specific sport. Applicants must complete the
Athletic Scholarship Application from the Athletics Department
and secure the recommendation of the coach. Athletes or varsity
players may enjoy full or partial tuition and/ or fees waiver.
Grantees are recommended by the coach.
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Athletics Scholarship is given yearly depending on the
performance of the athlete.

A. Skills (20 pts) – knowledge and ability of an athlete.
3 Qualities of an Athlete (20pts.)
1. Genetics/Physical – body and physical abilities. (5pts)
2. Talent/Skill – ability to perform a sport and mesh within a
team. (10pts)
3. Mentality- intelligence level, work ethics, and ability to
handle pressure. (5pts.)
Types of Player
1. Beginner (3pts.) – Someone who has just started learning
and developing skills. Needs to be taught/guided more
about his/her skills.
2. Intermediate (5pts.) stage, level or position is one that
occurs between two other stages, level or position or at
average rate. Learning about something and have
knowledge or skill but not yet advanced.
3. Advanced (10pts.)– an athlete has already learned the
basic skills and has reached a high/advanced level of
skills who can undergo difficult training. Rate/Percentage
will be based on the qualities and type of player the
athlete/s is and only the coach can rate the athlete/s.
B. Attitude (20pts.)– As an athlete, attitude makes the performance
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world go round. Attitude is what wins. Athletes who work hard, willing
to learn, can take constructive feedback, care about the team more
than themselves, are positive, enthusiastic and passionate about the
sports, and who are unselfish role players are joy to the coach. Attitude rating will be based on evaluation of team members (5pts.),
coach evaluation during the game/training (10pts.) on or off the
court & as a student/pupil (5pts.) to be given by the adviser.
C. Attendance/Punctuality (20pts.)– Attendance is a fact that they
are present at the training. Punctuality is observed when an athlete
comes on or before the scheduled time. Rate/Grade will be
evaluated based on their attendance during the official training
hours.
•
Absentee Athlete/s with valid reason will be excused
during her/his training.
•
Absentee Athlete/s shall submit their excuse letters signed by
their parents/guardians.
•
Athletes with 3 absences in training schedule (track &field,
table tennis, chess, sepak, volleyball, swimming)
& 2 absences in (taekwondo, basketball, badminton) will be
subject for disciplinary action.
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D. Residency (20pts.) - An Athlete residency is the period of years
that he/she was enrolled in FCPC. Residency rate is graded
according to the number of years that an athlete stays in the
institution, athlete’s performance and achievements.

E. Achievements (20pts.) – something which the players/athletes
succeeded doing in the particular tournament/competition that he/
she participated.
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Scholarship/ Tuition Discount Rate by points

Note: If the athlete advances to Palarong Pambansa, he/she shall
receive 100% scholarship on the following school year.
Qualifications for Scholarship Grantee/s
He/ She must:
1. be enrolled in First City Providential College.
2. be a role model. (NO RECORDS in the SDO)
3. have an 85% average in academic subjects.
For transferee/ new student, he/she must:
1. accomplish and fill-out First City Providential College
Athletic Scholarship Form.
2. participate in the training program by the team.
3. pass the training program to be certified by the coach.
4. submit a good moral certificate from the previous school.
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ISSUANCE OF SCHOOL CREDENTIALS
Procedures in Requesting School Credentials With Request
from Current School
1. Proceed to the cashier for payment and verification
2. Submit the request letter to the registrar
3. Wait for one-week processing
4. Release of requested school credentials
With Personal Request Letter
1. Accomplish request form
2. Proceed to the cashier for verification
3. Proceed to the office of Vice President or principal for
approval
4. Proceed to the cashier for payment
5. Submit request form to the registrar
6. Wait for one week processing
7. Release of requested school credentials

35

36

CHAPTER III.
GENERAL SCHOOL POLICIES
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I.
A.

UNIFORMS, ID, AND HAIR CUT
DESCRIPTION
1.Regular Uniform
A. For Boys
i. White polo jacket with embossed FCPC icon
on the fabric, pocket on the left with the school logo
sewed on it.
ii. Personalized FCPC frontal and 2 back buttons
iii. Undershirt is white sando
iv. Midnight blue long pants
v. Leather/leatherette black shoes with black socks
(foot socks are not allowed)
B. For Girls
i. White short sleeved blouse with embossed
FCPC icon on the fabric
ii. Sailor collar with the school logo sewed on it.
iii. Sleeves and collar are lined with checkered blue piping.
iv. Pleated checkered blue skirt with button holes
on the waist
v. Leather/leatherette black shoes with white socks
(foot socks are not allowed)
2.Physical Education Uniform
i. White round neck T-shirt with blue piping on left
sleeves with FCPC logo at the upper back and FCPC
icon in front
ii. Rubber shoes with white socks.
iii. Royal blue jogging pants

B.
POLICIES
All students are required to:
1.
wear regular uniforms during regular days.
2.
wear P.E. uniform only during regular P.E. day.
3.
bring extra P.E. T-shirt during P.E. day.
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The following are strictly prohibited:
4.
too long/ankle length (longer than 3 inches below the
knee) or too short skirts.
5.
high heeled shoes (more than 1 inch)
6.
wearing of fancy, out of style, ugly looking
necklaces and bracelets.
7.
wearing of more than one pair of earring (for girls) and
earring/head band/man bun (for boys) wearing of
sunglasses/fancy eyeglasses
8.
high cut leather shoes.
9.
maong waist/fitted pants (for boys)
Note: FCPC Honor Guards members are allowed to wear
maong pants and/or fatigue uniform during their training
period
10.
t-shirt or printed undershirt.
11.
wearing of shoes, socks which are not prescribed.
12.
Untucked inside shirt: (sando)
13.
Any clothes that can conceal the proper uniform.
14.
Using very long key chains and very long belts.
15.
Lending of uniforms to school uniform violators.
16.
Civilian clothes.
17.
Very long and/polished (colored) fingernails.
18.
Body piercing or tattoo.

NOTE:
Wearing of batch shirt during school day is prohibited.
If a student needs to wear high cut leather shoes because of
valid reasons, a letter of request should be made for approval and
consideration of the Student Discipline Office.

39

ID
1.

All students shall follow the SMART ID System. They
have to tap in and out each time they enter or leave
the school.
2.
It will be checked every day by the adviser and all
subject teachers.
3.
Students are not allowed to:
a.lend ID to others
b.put unnecessary pictures/stickers at the back or the front
of the ID; and
c. get/confiscate the ID of others.
4.
ID should be worn at all times inside the school
premises.
NOTE: In case the student left his/her ID, he/she will enter gate 2
and immediately proceed to the Student Discipline Office.

HAIRCUT
Every student is required to always maintain proper
haircut for a decent look. In case the student has improper
haircut/hairstyle, he/she will enter gate 2 and immediately
proceed to the Student Discipline Office.
1.

The haircut of the boys must be in level with the top of
the ear (2 x 3 fingers)
2.
Bangs should be eyebrows level for both boys and
girls.
3.
Boys should not wear headband or tie their hair
The following are strictly prohibited:
4.
Dyeing of the hair
5.
Hair tattoo
6.
Ugly-looking haircut (like skin head, semi- kalbo,
spiky, mushroom, undercut)
7.
Very thick gel

NOTE: Checking of hair shall be done every 20th day of the month
and students who do not have proper hairstyles shall have a haircut
done by the official school barber at the expense of the student. For
students who will be joining competitions or activities that will require
them to have dyed hair or hair tattoo, a letter of request should be
made for approval and consideration by the Student Discipline Office.

II.

STUDENTS PROPER ATTITUDE
1.
FLAG CEREMONY
All students should:
a.
attend the daily flag ceremony five (5) minutes before
the first subject inside their classroom.
b.
recite the preluding statement correctly
c.
put right hand on the left side of the chest, stand
straight and sing “Lupang Hinirang” properly and
correctly.
d.
recite the “Panunumpa sa Watawat”, FCPCian’s Creed,
FCPC Hymn and San Jose Del Monte Hymn properly
and correctly
e.
not move, talk or laugh during the ceremony.
2.

INSIDE THE CLASSROOM
A.
All students should:
1.
be in the classroom ten (10) minutes before the
first subject. Overstaying in the canteen is not
allowed.
2.
be inside the classroom before the start of
each class.
3.
do their necessities before entering the classroom.
4.
follow “one at a time policy” in going out of the
classroom. (No two or more students/pupils are
allowed to go out at the same time, except when
called by any school authority.)
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B.

1.

2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

13.
14.
15.
16.
17.
18.
19.

20.
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All students are not allowed to:
get out of the class often, except when there is
a parent’s request (signed by the Guidance
Counselor/Principal) that their child needs to go
out due to health problems and emergency
reasons.
go out of the room to disturb or visit somebody
in another room or stay long outside.
visit their adviser or teacher during class hours.
comb/look at mirror/apply powder while class is
going on.
borrow pens, pencils, and the like.
talk or stand up if not called by the teacher
during the class hours.
stay or sit in the teacher’s chair or table.
bully other pupils/students.
take chewing gum.
say bad words or do bad signs.
wear lipstick/make-up
bring balls/toys, pornographic materials
(bold magazines, tapes/films) nor access
pornographic web sites
come late (flag ceremony/and regular classes)
dunk to touch high ceiling
leave valuables (wallet, watch, jewelry and
others) inside the classroom.
stay/sit on other’s seat.
enter or stay inside the faculty room.
play with ball pens and pencils to avoid
untoward incidents.
hold and form of parties inside the
classroom such as birthdays, year- end
party, and the like.
collect money or contribute food in any group
presentations such as oral defense, case

3.

presentation and the like.
21.
use vulgar unacceptable expressions or gay
lingo like epal, boom panes, and the like.
22.
tuck crepe paper, thumb tucks, tape and the like
in the ceiling
23.
call or text during class time. When not in use,
cell phones should be kept inside the bags or
pockets. They can be used only in designated
places such as the garden, canteen, gym, and
waiting area. The school is not responsible for
the loss of cellphones and gadgets.
24.
use electronic devices other than for
learning activities
DURING RECESS AND TRANSITION PERIODS
A.
During Recess
1.All students should follow strictly the
recess/lunch time guidelines enumerated below:
a. Follow the e-canteen procedure
b. Recess time should not be used for playing.
c. Observe silence, follow one line and keep right
when passing along the pathways.
d. Observe silence in the canteen.
e. When buying, wait for one’s turn and be honest.
Don’t pick/get any unpaid food item.
f. After eating, clean the table and put the dishes in
the designated place.
g. Use properly the drinking fountain.
h. Don’t play/waste the condiments in the canteen.
i. Bring your own fork and spoon if you have your
own food (baon). Borrowing is not allowed in the
canteen.
j. Students are strictly prohibited from staying in
their classrooms during recess. They are only
allowed to stay in the canteen and should return
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to their classroom after the scheduled break. All
classrooms should be locked during recess and
after dismissal.
B.

During Transition Periods
All students should:
1. observe silence when passing along the
pathways or when staying in the learning area
or in any premises especially during class hours.
2. study their lessons or do the sharing of educational
topics among their classmates or schoolmates, while
waiting for the class time.
3. not go out of school premises.
4. not run to and from or play any musical instruments
and loud music which disturb other classes.
5. not discuss/draw/write obscene picture/words

4. CANTEEN
All students should:
1. follow the e-canteen policies and recess schedule
2. load in the designated loading stations during free periods
either before or after classes. Recess time should be utilized
for buying and eating food only.
3. eat all ordered food in the canteen.
4. be respectful to the canteeners and to other people in the
canteen.
5. not bring out condiments (like fish sauce, pepper,
or soy sauce)
6. properly use the canteen plate, forks, spoons, cups,
glasses, and bottles.
7. not play with/or waste the food.
8. Immediately report to the IT Department any
issue/concern regarding their e-canteen load.
9. return the plates and utensils in the canteen stall where
they bought their food
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5. COMFORT ROOMS
All students should:
1. not stay long in the comfort rooms or standby in front
2. not squat on the toilet bowls.
3. not write anything on the walls.
4. flush the toilet bowls after use.
5. not waste or play with water to wet their hair
6. maintain the cleanliness of the comfort room.
7. throw the trash in the garbage can.
8. not smoke cigarette, e-cigarette, vape nor take
prohibited drugs
9. not use the comfort room as a meeting place
10. not lock the main door of the comfort room
6. AUDIO VISUAL ROOM
All students should:
1. fall in line before entering the room.
2. follow the same seating arrangement in their respective
classroom.
3. bring only a notebook and a pencil.
4. observe silence and cleanliness.
5. arrange the chair used before leaving the room.
6. not bring any food or eat inside.
7. not turn off the lights while viewing. At least one light is on.
8. turn off the lights and air conditioner before leaving
the room.
7. COMPUTER ROOM
All students should:
1. form two lines before entering the computer room.
2. not bring any food or snacks, or eat inside.
3. use the computer for education purposes, playing games
is not allowed.
4. not bring any flash disk, storage devices and the like.
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5. not run or play inside the computer room.
6. not bring out/get any computer parts.
7. not modify any computer settings such as the background,
screensavers, etc.
8. not delete any files or access social networking and
pornographic sites and the like.
9. leave the bags in the designated area in the computer
room.
8. LABORATORY ROOM
All students should follow the rules of the laboratory
stated below:
A. Science Laboratory
1. Always wear a laboratory gown in the laboratory room.
2. Use protective glasses when needed
3. There is always danger from broken glass and corrosive
liquid spoils on the floor, therefore, open sandals or bare
feet are not allowed.
4. Students should have neat
appearance. Girls should tie loose hair to reduce hazard.
5. The laboratory is a place for earnest work.
Exactness, neatness and cleanliness are
essential to good work and good results. Never
work in a messy surrounding.
6. Eating, drinking, and smoking are strictly prohibited.
7. Students should not run or play inside the
laboratory room.
8. Solid and liquid wastes should never be thrown
into the sink to prevent it from clogging and rusting.
9. Before beginning an experiment, be sure that the working
area is clear. To protect the laboratory table use a
rubber mat.
10. After the experiment, return all equipment used.
11. Before leaving the laboratory, clean, wipe and dry the table,
arrange the stock properly and check the gas and water
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outlets.
12. Proper care must be observed in handling dangerous
chemicals like strong acids and bases.
13. Consider the safety and welfare of everyone.
14. Students should return all borrowed equipment on or
before the due date.
B. KITCHEN LABORATORY
Important reminders during a laboratory activity:
1. Observe silence.
2. Assemble all the utensils before starting to work and use
them properly.
3. Wear a complete cooking outfit.
4. Do not wear rings, wristwatch or bracelet while cooking.
5. Never sweep while food is being cooked or when it is
uncovered.
6. Wash properly and return all utensils used.
7. Always keep the laboratory clean and orderly.
8. Assigned students who will cook are not allowed to go out
the campus to buy their needed things.

9. CLINIC
A. Illness and Conditions
1. Only students who have medical needs are allowed to
stay in the clinic.
2. The student is only allowed to go home if the condition is
unbearable and there is a need for further treatment or
check-up by a physician. The student is required to present
a medical certificate to the adviser the next day he/she
comes back to school.
3. Students are not allowed to use the clinic as an excuse to
skip or to be late in class.
4. Only the student who was admitted in the clinic and was
attended by the school nurse is given the admission slip.
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5. No student is allowed to visit his/her sick classmate/
schoolmate in the clinic.
6. Students who have serious medical conditions should
report to the school nurse on the first week of the school
year.
7. If a student has a history of whatever illness with a
certification from a physician, he/she must bring his/her own
medicines especially those who have asthma, skin allergy,
epilepsy, and other severe conditions which need a
continuous treatment.
8. For health and emergency reasons, the student should
go to the clinic first. The school nurse shall be the one to
inform the concerned parent or guardian.
9. When a student meets an accident, expenses will be
shouldered by:

a. BOTH PARTIES
If the accident happened while playing, running,
kicking or boxing and done by a classmate or
anybody, both are responsible for the offense.
b. PARENTS
If the accident is caused by a student himself
(self- inflicted)
c. SCHOOL
If a student met an accident because of falling debris,
protruding nails in the hallway or any place within the
school premises the school is liable.
d. ACCUSED STUDENT
If the accident is secondary to pushing running,
kicking, playing, etc. is done by the accused student
to another student (victim) after thorough
investigation.
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B. Rules to Follow in the Clinic
1. Only patients, faculty and staff are allowed to drink or
get water from the mineral pot and use it responsibly.
2. No one is allowed to stay in the clinic unless he/she is sick.
3. A student can borrow towels/polo/shorts depending on the
situation but he/she must return these the following day.
4. Everybody is required to ask permission from the school
nurse whenever there is a need for something in the clinic.
5. Always maintain silence.
6. School refrigerator is for medical purposes only.
10.

GARDEN POLICY

a. All FCPCians should appreciate and enjoy the beauty of
the garden.
b. Students should not:
1. pick/destroy flowers, get plants, pots or stones.
2. throw any trash in the garden
c. Those who will use the tables in the garden should clean
them before leaving the place.
11.

SERVICE VEHICLE POLICY
All students should:
a. fall in line in ascending and descending the service
vehicle.
b. observe silence inside the service vehicle and not
heckle or say bad words.
c. respect the service driver and fellow students.
d. maintain cleanliness of the vehicle.

12.

WAITING AREA POLICY
All students are allowed to stay in the waiting area for
30 minutes only after their dismissal time.
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13.

CONTRIBUTION POLICY
All money contribution should be approved by the
administration office. No Approval, No Collection Policy is
strictly enforced.
III. IMPORTANT STUDENT DUTIES AND RESPONSIBILITIES
All students should:
1. have a complete set of prescribed textbooks (whether
bought or borrowed to facilitate and enhance
maximum learning).
2. come to school with complete assignments in all
subjects.
3. write complete notes – Explanation, Application and
Reflection and generalization
4. prepare an index card for the recording of grade for
each subject.
5. follow the color coding of the notebooks prescribed.
6. do projects properly and submit them on time.
7. not bring any musical instrument, personal basketball,
volleyball, table tennis ball and other sports paraphernalia
inside the FCPC premises.
Note: If a musical instrument or other learning
paraphernalia are needed in class, the teacher concerned
will borrow it from the property custodian.
8. follow the standards for the following: a.) during class hours
b.) during recess time
c.) in the canteen, in the LLMC, in the laboratory,
room, in the audio visual room and in the clinic.
9. learn to internalize positive values like learning how
to use the magic words “Please”, “Thank you”, “Excuse me”,
“I’m sorry” and greeting all the people in the learning
community (i.e. administrations, teachers, students, staff,
personnel, parents)
10.only join not more than 3 clubs or organizations. He/she
can be an officer in any of the chosen clubs once only.
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11.follow their schedule as cleaners of the day. They should
clean the room after the last class. They shall be supervised by
their last subject teacher.
IV. ATTENDANCE AND ABSENTEEISM
1. In accordance with the 1992 Revised Manual of
Regulations
of Private Schools (8th Edition) Article 14 School discipline, section
73, a pupil or student in
every private school who incurs
absences more than twenty percent of the prescribed number of
class or laboratory during the school year should be given a failing
grade and given 0 credit for the course or subject.
2. Absentees shall submit their properly accomplished excuse letters
to the class adviser.
3. Those who intend to be absent the following day for valid and
important reasons must inform their teachers for reference purposes
4. An absentee with a valid reason will be excused but still be
marked absent in the attendance folder.
If sick for several days, a certification from a physician is
required.
5. Absentee should request the subject teachers for special
examination on the missed tests.
6. Parents/Guardians of students who incurred 3 days consecutive
absences or 5 accumulated absences will be called for a
conference.
V. TARDINESS
1. Students who will incur five (5) frequencies of
tardiness will do extra work.
2. Students shall be considered tardy if they arrive in
class five (5) minutes after their first subject.
Note: Parents/Guardians of students who are habitually
coming to school late, often absent, and those late comers
who are seen in (AM/PM session) another place aside from
the school campus (stores, billiards halls, house of
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classmate/schoolmate/ friend, etc.) will be called for a
conference in the Student Discipline office.
VI. PARENT/GUARDIAN PARTICIPATION
1. Parent/Guardians are not allowed to stay inside
the school to watch their children while the
class is going on. They should wait outside the
school.
2. Parents should provide their children with a
handkerchief/small towel for wiping the perspiration.
3. Parents should teach and supervise their children
to practice general hygiene, proper study habits,
attending classes daily and other positive values.
4. Parents should find time to attend school meetings
and conferences.
5. Parents should arrange with the principal before
conferring with a teacher. Parents-teachers
conference should be done in the official designated
place and not in the classroom or faculty room.
6. Parents should cooperate with the school in the strict
implementation of FCPC rules and regulations.
7. Parents can get the confiscated property of their child
from the SDO.
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CHAPTER IV.
GENERAL ACADEMIC
POLICIES

GENERAL ACADEMIC POLICIES
MAJOR EXAMINATIONS
(Periodic, Pre-final and Special Examinations)
1. No permit, no test policy is strictly enforced.
2. Those who are sick on the scheduled date of examination must
secure a doctor’s certificate and notify the class adviser and
office for record purposes.
3. During major examinations, permits are collected at the door by
the proctors. The students who don’t have permits are instructed
to see the principal or her representative for advice and
instructions.
4. Test papers and/or answer sheets are returned to the students
after they are checked by the subject teachers. Corrections shall
be considered and recorded by the teacher.
5. Those who are caught cheating will be given zero for that test.
6. Special examination shall be scheduled one week after the last
day of quarterly examination. Different set of test questions
shall be used in the examination. No special examination is
given after the scheduled dates.
7. Students who fail to take the special periodical examinations
shall be given a grade of 0 in that written performance.
8. Students should wear the proper school uniform (either regular or
PE) when taking the examination. (Not in proper uniform,
no test policy is strictly enforced).
9. Using of gadgets during examination is a form of cheating and
students who will be doing such will be given a grade of zero
for the said exam. Only prescribed calculators are allowed
during exam. All gadgets should be surrendered to the proctors.
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GRADING SYSTEM
ENGLISH
Written Work (20%)
Mastery test
Summative Test
Performance Task (60%)
Communication Competence
Book Report
Formal Theme/Written Outputs
Recitation
Other Evidences
Learning Assessment
Assignment
Exercises
Performance Task
Quarterly Assessment (20%)
Total
MATHEMATICS
Written Work (25%)
Mastery
Summative Test
Performance Assessment (55%)
Basic Skills
Problem Solving Ability
Communicative Competence
Other Evidence
Performance Task
Quarterly Assessment (20%)
Total

10%
10%

15%
15%
10%
10%

10%
20%
100%

15%
10%
10%
10%
10%
10%
15%
20%
100%

SCIENCE
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Written Work (30%)
Mastery Test
Summative Test
Performance Assessment (50%)
Other Evidence
ASK (Applying Scientific Knowledge)
Communicative Competence
Laboratory Work
Performance Task
Quarterly Assessment (20%)
Total

15%
15%
10%
5%
10%
10%
15%
20%
100%

FILIPINO
Written Work (20%)
Mastery Test
Summative Test
Performance Task (60%)
Communication Competence
Book Report
Written Output
Oral/Recitation
Other Evidences
Formative Assessment
Academic Prompts
Performance Task
Quarterly Examination (20%)
Total

ARALING PANLIPUNAN
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10%
10%

15%
10%
10%
10%

15%
20%
100%

WRITTEN OUTPUT (30%)
Mastery Test
Summative Test
PERFORMANCE ASSESSMENT (50%)
Portfolio
Communicative Competence
Other Evidence
Learning Assessment
News Sharing
Map Reading
General Information
Assignment
Recitation
Learning Output
Performance Task
QUARTERLY ASSESSMENT (20%)
Quarterly Examination
TOTAL
EDUKASYON SA PAGPAPAKATAO
WRITTEN OUTPUT (30%)
Learning Output
Assignment
Portfolio
PERFORMANCE ASSESSMENT (50%)
Recitation
Performance Task
Values Characterization
Attendance
Classroom Behavior and
Discipline Standard
WRITTEN ASSESSMENT (20 %)
Mastery Test
Summative Test
TOTAL

15%
15 %
5%
10 %
15 %

20 %
20 %
100%

10%
10%
10%
10%
20%
10 %
10%
10%
10%
100%
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MAPEH
Written Work (20%)
Mastery test
Summative Test
Performance Assessment (60%)
Performance Tasks
Other Evidences
Communicative Competence
Practicum Test

10%
10%
25%
10%
5%
20%

Quarterly Assessment (20%)
20%
Total

100%

TECHNOLOGY AND LIVELIHOOD EDUCATION
Written Output (20%)
Mastery Test
Summative Test
Performance Assessment (60%)
Learning Assessment
Communicative Competence
Product/Output
Performance Task

10%
10%
5%
5%
20%
30%

Quarterly Assessment (20%)
Quarterly Examination
TOTAL
COMPUTER EDUCATION
Written Work (20%)
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20%
100%

Mastery Test

10%

Summative Test

10%

Performance Assesment (60%)
Other Evidence
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Communicative Competence

10%

Basic Skills

15%

Performance Tasks

20%

Note: Performance Task is done individually. If group task is
indispensable, the parents will be informed through a letter with
the subject teacher’s signature and principal’s approval.
STUDENTS ACADEMIC AND BEHAVIORAL
PERFORMANCE EVALUATION
A.
ACADEMIC
1. Lowest Possible Grade:
The lowest possible grade that can be given to a
student after the transmutation of performances shall
be sixty percent (60%).
2. Passing Grade:
The passing grade that can be given to a student after
transmutation of performances shall be seventy-five
percent (75%).
3. Weight of Quarterly Examinations:
The weight of the quarterly examination shall be
twenty percent (20%). The remaining eighty percent
(80%) will be used for other measures of
achievement.
4. Reassessment Policy:
Reassessment is done when a student gets a grade
lower than 80 in the Mastery Test only. If he/she
passes reassessment, the student gets 80, if not the
higher grade will be recorded.
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Note: All cards will be distributed to the parents on scheduled
dates during parent-teacher conference.
-Students who get final failing grades at the end of the school year
shall not be admitted in FCPC for the next school year.
5. Academic, Athletic and Cultural
Contestants’ Computation of Grades.
e. Winners will automatically get 100 in the quarterly
examination of the subject they represented-,
Example: Spelling-English
f. For the other subjects, the contestant will not take
the quarterly exam anymore. The 20% weight of
quarterly exam will be distributed to other criteria as
follows:

Other evidence
Mastery Test
Summative Test

=
=
=

+10%
+5%
+5%

a. For the other criteria – Learning Assessment,
Mastery Test, Summative Test, Recitation,
Assignment, and
Project-the grade they will be based on the number of tests
they have taken.
b. All academic, cultural, athletic contestants should
pass all the requirements to their teachers before
they start their review/training.
c. Athletes should still attend their respective subjects
since their trainings are held after class hours.
Non-winners
They are only exempted from the quarterly exam of the
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subject they represented. They still need to take quarterly exam in
the other subjects covering only the lessons they attended.
6. Winners of academic, athletic and cultural competitions
(CSANPRISA, BULPRISA, ISAAL, PRESSCON, MTAP, INTEL
Philippine Science Fair, City Meet, CLARAA, Palarong Pambansa,
PHILTOA, World Supremacy Battlegrounds) should be given
additional points in their fourth grading subjects they represented. If
there will be excess points, it/ they will be added to the related
subjects, which will be as follows:
EVENT
Spelling

Science
PE

Math
Information Ratings are as follow:

Related Subjects
Math, TLE/EPP
English, TLE/EPP General
AP/HEKASI, Filipino
MAPEH, TLE/EPP
Math, English, TLE
Music, Arts, Health

Note: Contestants who will win in the national or international competitions
during summer will be given additional points in their fourth grading grade
in the following school year. Excess points shall be added in the third
grading period.
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B. BEHAVIORAL PERFORMANCE

A. Slight Offenses
Grade
100
98
92
86
80
75

=
=
=
=
=
=

No. of times
0
1-2
3-4
5-6
7-8
9 or more

B. Grave/Graver Offenses
Grade
No. of times
100
=
0
90
=
1-2
80
=
3-4
75
=
5 or more
C. Attendance Rating
Grade
100
=
95
=
92
=
85
=
80
=
77
=
75
=
74
=
73
=
72
=
70
=

No. of times
0
1
2
3
4
5
6
7
8
9
10+

D. SPECIAL SCIENCE CLASS
Any student from the Special Science Class will automatically
be transferred to the regular section of the same level the following
school year if he/she:
62

a. can’t maintain a final grade of at least 85 in Science
English and Math, and 83 in other subjects.
b. get’s a general average lower than 85
c. get’s a grade lower than 80 in any subject within the
school year.
d. committed any grave/graver offense.

E. SELECTION OF ACADEMIC EXCELLENCE AWARDEES
1. Awardees and toplisters must not have a grade lower
than eighty (80) from the first to fourth grading period.
2. The Award for Academic Excellence within the quarter
is given to learners who have attained an average of at least
90 and passed all the learning areas. The average grade
per quarter is reported as a whole number. At the end of the
school year, the Academic Excellence Award is given to
learners who have attained a General Average of at least 90
and a passing Final Grade in all learning areas. The general
average is reported as a whole number.
The table below shows the specific Academic Excellence
Award given to learners who meet the following cut-off grades.
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3.

Any candidate for honors and awards caught cheating
during examinations is automatically disqualified
regardless of his/her grades.

4.

The club president who has shown an exemplary
performance and has done a legacy during his term
will be awarded as outstanding club president at the
end of the school year.
There shall be no more clearance in all subject areas.
All dues must be settled in the Accounting Office.

5.
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CHAPTER V.
STUDENT SERVICES
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Student Personnel Services
1. Accounting Department.
This department handles the financial matters of the
school transactions on assessments as well as payment of
fees – tuition, miscellaneous and others.
2. Athletics Department.
This department facilitates the training and
development of the school’s athletes.
3. Physical Plant and Facilities Management Office
The department’s prime concerns are the safety
and convenience of students in their use of the school’s
physical plant.
4. Campus Ministry.
This department assists individuals to attain spiritual
formation through the designed integrative programs that will
enhance values and social relevance.
5. Security Department.
This department looks into the safety of persons and
property in the campus, especially from man-made and
natural calamities.
6. Community Outreach and Extension Services.
This department provides opportunities for students,
teachers, and staff to interact with people outside of the
academe and participate in alleviating and improving lives
and empowering the marginalized and less- privileged
sectors of our society.
7. Information Technology Development Services
Management Department
This department develops, installs, and maintains all
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8.

9.

10.

11.

12.

academic and administrative computer-based information
systems. It guides users in formulating requirements and
advises on alternatives and implications of new or revised
computer systems/ applications technology. It oversees and
coordinates activities such as programming, network
administration, system design, applications development,
user support and computer operations.
Guidance Services Office
This office delivers a comprehensive range of services for
all students. The program is based on the developmental
needs of students and addresses the intellectual, social,
physical, and emotional aspects of students. Emphasizing
life skills, students learn more about themselves, the world
around them, and the power of choices and consequences.
Library and Learning Media Center.
Aside from the different books available, this department
also provides computer services with internet capabilities as
well as electronic educational materials in order to facilitate
global learning.
Medical and Dental Services Office
This department’s concern is the health of the student
body and members of the whole academic community. The
school’s registered doctor, nurses and dentist provide the
adequate medical and dental services.
Registrar’s Office
This department takes care of the archiving, maintenance
and dispensing of academic records, documents of students
and graduates such as Transcript of Records (TOR),
diploma, and pertinent certificates of students’ academic
performance.
Office of Students Affairs
This department responds to the needs and demands of
the students in order to promote a more active and vibrant
campus life. It also trains and develops student leaders who
can positively contribute to the development of the society.
This department is also in-charge of activities done outside
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of classroom work and meant to complement and
supplement, not to interfere with studies that helps in the
total development of the students.

13. Center for Research, Development and Innovation
This department helps students and teachers develop their
research capabilities and skills.
14. Student Discipline Office
This office is primarily responsible for promoting student
discipline formation, ensuring and maintaining proper
students’ decorum, and instilling FCPC core values to
students.
OFFICE OF STUDENT AFFAIRS
POLICIES AND GUIDELINES IN CONDUCTING
STUDENT ACTIVITIES
This is to ensure that student-related activities, such as,
but not limited to community outreach, immersions, field trips,
learning explorations, seminars, trainings, workshops, competitions
conducted by the student organizations with their advisers within and
outside the school are duly approved and consistent with
the vision and mission of First City Providential College.
ACTIVITY PERMIT
To obtain the permit in conducting the activities, the
organizers, advisers and organization officers shall observe the
following procedures:
1.1
The authorized representative of the Student Organization
shall secure the OSA Activity Permit Form and waiver from OSA
one (1) week before the actual date of the activity and comply with
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all the requirements;
1.2
Reserve the venue, sound system and school vehicle service in the Administration office;
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1.3
Obtain endorsement from the Dean, Dept. Head, Organization Adviser for the Proposed activity;
1.4
Accomplish the forms with the required information and
attach all necessary documents;
1.5
Submit the Activity Permit Forms including its attachments to
the OSA for review, recommendation and endorsement of such
activity to the Director for Administration and Student Services;
1.6
The Director for Administration and Student Services has the
prerogative to approve or not the proposed activity;
1.7
The officers of the organization must submit a documentation report on all student activities three (3) days after each activity;
1.8
A liquidation report of the money being used in the conduct
of the activity shall also be included to be signed and attested by
the organization President and Treasurer. Any misrepresentation or
misappropriation in the report of the fund shall be sanctioned accordingly;
1.9 The failure to submit the required report to the OSA may be a
cause for the non-issuance of the activity permit for the next activity;
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GENERAL GUIDELINES ON REGISTRATION AND
RENEWAL OF STUDENT ORGANIZATIONS
Any Student Organization seeking school recognition must
apply at the Office of Student Activities (OSA) at FCPC Gymnasium
Stage Basement.
I. DEFINITIONS
Student Organization is a group of students who has common
goals and interests, meeting regularly and conducting activities in
pursuit of these goals aligned with the Vision, Mission, Goals and
Objectives of First City Providential College.
There are three (3) types of student organizations according to
membership:
Level-based organization has members enrolled in one level only
(Elementary, Junior High School or Senior High School)
School-recognized student organization is one which has
completed the registration requirements set by OSA and has been
given permission to:
1. use, attach or annex the name of the College (First City Providential College, FCPC) to the name of the organization and/or
2. conduct activities;
3. request for activity endorsement;
4. request to use College facility/ies;
5. request for budget or grants;
6. request for an office;
7. partner with any FCPC offices; and
8. participate in activities led by the College (FCPC Fair, Teachers
Day Celebration, etc.)
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II.REGISTRATION PROCEDURES
II.1 Registration Period
Application for or renewal of registration is done annually. The
period for submission and completion of requirements is the first
twenty
(20) school days from the start of classes of every school year.
Registration during the first ten school (10) days from the start of
classes of the second quarter is only open to organizations which
are not able to complete their registration during the first semester.
II.2 Requirements
A. Registration Forms
The registration forms shall be filled-up by officers with the approval
of the Director for Student Activities. This contains all pertinent
information describing the organization. This includes the
organization’s full name, acronym, date established/ founding date,
organization type, permanent head’s email address, and
organization’s description, vision and mission.
B. Faculty Adviser/s
The faculty adviser is any full- time member of the FCPC Faculty or
representative with a teaching load, consenting to the following
responsibilities:
B.1 Assume full responsibility for the performance and
activity of the organization;
1.1
Be present during all activities, or, if not
available, will send a representative in her/his
behalf;
1.2
Monitor closely the activities of the organization;
B.2 Conduct a monthly meeting with the officers and
members of the organization (minutes of the meeting, copy of
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the activities will be submitted to OSA);
B.3 Perform other responsibilities stated in the
Organization’s Constitution and By-laws.
C. Lists of Officers and Member Roster
Updated roster of all officers and members for the current academic
year, Email Addresses, Positions, Contact Numbers, Grade Level &
Section, Course (e.g., BS HRM), College (e.g., College of Nursing)
and signature of officers and members. E-signatures are not
accepted.
D. Calendar of Activities
Proposed schedule of activities or projects to be undertaken during
the current Academic Year
(To be submitted before the end of every academic year)
E. Financial Report
a)
A brief report of the finances of the organization for
organizations that have financial sources.
b)
Statement of the organization’s expenses shall be
listed and the source of funding should be specified.
F. Accomplishment Report
List of short narrative report of projects or activities undertaken
during the previous Academic Year.
Note: Any change in the above information must be reported within
one (1) week to the OSA. The officers shall be held liable for failure
to comply with the requirements and/or any misrepresentation or
submission of any false information in the registration process.
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Organization Orientation
All officers of the organizations MUST attend the Student Orientation at the beginning of the school year. The orientation is a half-day
program designed to introduce and inform the student organizations
of the procedure and processes for organization registration by the
Office of Student Activities (OSA). Representatives from the Office
of the Student Affairs and Services, Guidance Office, Committee on
Student Discipline, Treasury and Accounting Office who are
involved in the processing and approval of activity requests are also
present to inform and explain to the guidelines of their respective
offices to the student organizations. It is also a venue for the
students to directly ask questions and seek clarifications from the
relevant offices on registration procedure and activity requests
approval.
We require the head of the organization to attend the orientation, or
if s/he’s not available, the next highest- ranking officer. We require
the attendance of the highest- ranking officer(s) because of the
nature and objectives of the orientation. It is expected that they can
immediately and effectively communicate the concerns of the
organization to the offices and relay the response to their members.
Officers Interview (by appointment)
After filing up the registration forms, the head of the organization
shall be scheduled for interview by the Coordinator of OSA or his/
her authorized representative.
Organization officers (minimum of 3) are required for a brief 20-30
minutes meeting with the head and/or staff of OSA. It is a way for
the office to verify the accuracy of the information provided by the
organization and to know the organization. The officers must prepare a short presentation (about 7-10 minutes) of the activities that
the organization has accomplished for the prior year and its plans
for the coming year. The personal interview is
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also a way for the of- ficers to ask for clarifications regarding
matters on student activities and express their concerns on the
administration of their respective organizations to the
administration.
Seminars
During the school year, there will be seminars, conferences, as well
as cultural and social activities which the student organizations
shall be required to attend. The attendance in these seminars shall
be credited to their next year’s registration. Two (2) representatives
per organization must complete the training seminars for them to
be credited. Presently, there is one seminar which is required for
registration:
Student Leadership Training Seminar:
All heads of student organizations are required to attend the
Student Leadership Training Seminar (SLTS). Usually, the
Supreme Student Government (SSG), the highest student
representative body in the college, coordinates and conducts the
SLTS after consultation with the students on the topics of interest
and relevance to be taken in the seminar.

G. Notarized Constitution and By-Laws
All new and returning organizations must submit a notarized copy
of their Constitution and By-laws.
III. NEW ORGANIZATIONS
Those who wish to register a new organization must submit a letter
to the OSA Director. The letter must be duly signed by the head of
the organization and noted by the faculty adviser. The new organization must submit a duly notarized copy of their Constitution and
By-laws, together with the registration requirements as stated in II.2
of this handbook.

IV. MEMBERSHIP
a)
An organization seeking registration for the first time
must have a minimum of ten (10) members
excluding officers.
b)
Organizations seeking renewal of registration must
have a minimum of fifteen (15) members, excluding
officers.
V. FACULTY ADVISER/S
A Student Organization can have more than one faculty adviser but
must have at least one “senior” faculty adviser. The senior faculty
adviser must be a full-time faculty of the College or respective level
who has served the school for more than 2 years. FCPC graduates
are also allowed to be a “senior” faculty adviser since they are
knowledgeable of the FCPC culture and systems. Part-time
Instructors with teaching loads and visiting professors are allowed
to be “Junior” faculty advisers. Any faculty adviser must adhere to
the duties and responsibilities stated in the OSA Guideline II.2.B.
VI. PROBATIONARY STATUS
a) Probationary Status is given to new and returning organizations
during the Academic Year. Organizations on Probationary Status
shall be given limitations on the type of activities they can conduct
during the Semester / Academic Year.
Organizations that are granted registration on a probationary status
during the previous school year must
b) show a proof of growth in terms of activities, expansion in
membership and organizational stability. Otherwise, their
application for renewal shall be denied.
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VII. CERTIFICATE OF REGISTRATION
An organization whose application for registration is approved shall
be given a Certificate of Registration covering one academic year.
Organizations which are not officially registered shall not be entitled
to any of the privileges outlined in I. of the Guidelines.
VIII. LEVEL-BASED ORGANIZATIONS/ COLLEGE- BASED
ORGANIZATION
College-based or Level-based organizations shall follow the
procedures set by their respective levels/ colleges for registration.
For College-registered or Level-registered organizations seeking
School-wide Registration, they must follow the process set by OSA
as outlined in this Guideline.
IX. ALUMNI ORGANIZATION
Graduate Students’ organizations seeking College registration must
meet the following:
1.
Completed the required OSA forms
2.
Have only FCPC graduate students as members
X. ACTS OF MISCONDUCT
Members of the organizations who were suspended due to any
administrative/academic/legal case are disqualified to be members
of any FCPC student organizations.
XI. REASONS FOR DISAPPROVAL
A student organization shall be denied registration due to any of the
following reasons:
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a.
b.
c.
d.
e.

f.

Did
not
attend any of
the
annual
required orientation or seminar/s;
Has NO SENIOR faculty adviser;
Did not completely fill up any of the registration forms;
Did not have the required number officers and
members;
Has unsettled financial obligation and did not submit
the accomplishment reports with the College until or
during the time of application; and/or
Did not conduct any substantial number of activities
to be considered as an active organization.

XII.
DEADLINE
The deadline for application or renewal of registration shall be
strictly enforced. Any organization which fails to meet the deadline
shall have their registration on pending status until they complete
the registration requirements during the designated application
period of the second semester of the Academic Year.
GUIDELINES IN THE FILING OF CANDIDACY FOR STUDENT
COUNCIL
A candidate must:
1.
be a bona fide student of FCPC
2.
have no grave offense committed based on the
records in the Student Discipline Office
3.
pass the screening done by the SDO officer
GUIDELINES FOR THE SELECTION OF MR. AND MS. FCPC
1.
A candidate must:
i.
be a bona fide student of FCPC
ii.
have no grave offense committed based on the
records in the Student Discipline Office
iii.
pass the screening done by the SDO Officer
and Co-curricular Committee
2.
The title holders should have the following years of
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residency:
4 years – Mr. & Ms.
FCPC 2 years –
other titles
BASIC ED. BALIKTANAW / FILUSTRADOS MEMBERS
1.
Members of Baliktanaw / Filustardos are excused in
all their subjects one week before their actual
performance/event.
2.
They should respectfully approach their respective
teachers to give them make up learning activities on
their missed lessons on the following day of their
return to their classes.
3.
The members are exempted from doing their
performance task in P.E. Their grade for the
performance task will be given by the Baliktanaw
director/Filustrados adviser to their respective
teachers.
4.
During the 4th grading period, wherein members of
Baliktanaw will be pulled out from their classes in
preparation for the foundation day, their 4th grading
grade in MAPEH will be given by the Baliktanaw
director.
CO-CURRICULAR AND EXTRA-CURRICULAR ACTIVITIES
1. Educational Field Trips
1.1
To supplement classroom learning, educational field
trips are allowed provided that written proposals
are submitted and approved by the Vice President for
Academic Affairs.
1.2 Only a student with a written permission from a
parent or guardian is allowed to join a field trip.
2. University’s Publications
2.1 The official student publication of the junior high school
department is The Pioneer
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2.2 Any student interested in becoming a staff member of
The Pioneer may join by taking and passing the examination
given for this purpose.
3. Student Organizations
3.1
Every student is encouraged to join any of the various
student organizations in campus accredited by the
Office of the Student Affairs.
3.2
Students of each level are represented by their duly
elected officers in the Student Council.
LIBRARY AND LEARNING MEDIA CENTER
The library is intended for reading research work only. All
students should follow the rules and regulations of the library stated
below.
1. A “NO I.D. NO ENTRY” and “NO LIBRARY CARD
NO BOOK BORROWING” policy will be strictly implemented.
2. All library users are required to register upon entering.
3. The user’s valid library card must be presented every
time the user makes a transaction.
4. Courtesy must be practiced specially when borrowing
and returning.
5. Consult the card catalog to easily locate the materials.
6. Circulation books can be borrowed one (1) Non- fiction for
a maximum of 2 days and one (1) Fiction for a maximum of 5
days subject to the renewal.
7. Delinquent borrowers are not allowed to borrow books
unless they have settled their library accounts.
8. A fine of 10.00/day will be imposed for overdue books and
P2.00/hour for overnight and photocopied materials.
9. REFERENCE BOOKS AND THE PERIODICALS must be
read within premises only.
10. Lost library cards must be reported immediately to the
librarian in charge. Replacement of library card costs P20.00
11. Library card is non-transferable. Using of other student’s
card will result to confiscation of the said card for 1 week.
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12. LOST BOOKS MUST BE REPORTED IMMEDIATELY to
the librarian in charge. It must be replaced and the account
should be settled. A P100.00 processing fee will also be
imposed.
13. Books are to be used properly. Learning and writing on
them are not allowed.
14. Mutilation of any library property is strictly prohibited.
Anyone found guilty of such act will be subjected to
disciplinary action.
15. Staying or loitering around library and corridors, talking
aloud, smoking, eating, sleeping, littering and playing are
strictly prohibited.
16. Use of ELECTRICAL OUTLET is not allowed.
17. Calling or texting is not allowed. When not in use, cell
phones and other electronic devices should be kept inside
the bags or pockets. They should be used only for learning
activities.
18. A week before the final examination, all library materials
must be returned. Reading during such time shall only be
restricted inside.
19. Alumni and parents can use books for room and
photocopy only.
20. Off-campus researchers should present their valid IDs
and a referral letter from the Chief Librarian.
21. The General Rules of Discipline of First City Providential
College are to be observed.
I. In Borrowing Book(s)
Library use / Photocopy Purposes
1. Fill in the book card(s).
2. Register on the statistics form provided at
the circulation desk.
3. The borrower should present and leave the
library card to the librarian. He/She will be
informed about the due date of the borrowed
book.
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II. In Returning Book(s)
1. Present the book(s).
2. Ask the library personnel to sign the library
card as a proof that book(s) were returned.
3. Fine slip will be issued and borrower’s card
will be held at the circulation section if the
books are overdue.
4. Pay the corresponding fine.
III. In Renewal of Book(s)
1. Present the book(s) together with the
library card.
2. Fill up the book card(s)
3. Register on the statistics form provided at
the circulation desk.
4. The borrower should present and leave the
library card to the librarian. He/She will be
informed about the due date of the borrowed
book.
Referral Letters
Students can request for a referral letter upon
presentation of validated school ID and letter
addressed to the chief librarian. The letter should be
noted by the subject teacher and the principal.
GUIDANCE & COUNSELING SERVICES
1. Counseling Service
Counseling is the heart of the guidance services. It
is designed to help the clients understand and clarify
his views of his life so he may take meaningful and
informed choices. It is the purposive interaction
between students where the counselor helps the
student manage his own problems using his own
resources.
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2. Information Service
It is the dissemination of information through the
bulletin boards, seminars, talks, individual or group
discussions, regarding personal, social, emotional
and career concerns.
3. Individual inventory Service
A program for maintaining a continuous study of
each student that includes the development and use
of cumulative records, test results, records of
interviews, observations by teachers, grades, health
history, student autobiographies, questionnaires,
and other procedure or techniques by assessing
individual growth. The records are strictly
confidential.
4. Testing and Measurement Service
This consists of administration, interpretation and
analysis of test results. This program also deals with
the preparation of evaluation questionnaires and
school-made achievement tests for the use of the
students, teachers, and administrations.
5. Research and Evaluation Services
It is a service wherein the program is evaluated,
interpreted and analyzed to determine its
effectiveness.
6. Placement Service
The placement program of First City Providential
College reflects a desire to match the school
curriculum with the needs of the students. It
recognizes that no two students are the same but all
students possess knowledge and skills that may be
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developed. The curriculum is planned to provide
instruction that is meaningful and appropriate to the
varied levels of student skills and knowledge
development.
7. Follow-Up Service
This is a service being provided to find out if the
students counseled have overcome their problems or
still need another counseling sessions.
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CHAPTER VI.
CODE OF
STUDENTS’ DISCIPLINE
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CLASSHOME BEHAVIOR AND DISCIPLINE STANDARDS
As FCPCian, I consider this classhome my family with the
teacher as my parent and classmates as my brothers and sisters
where respect and care for each other flourish. Therefore, I commit
to do the Classhome Behavior and Discipline Standards.
I. During Flag Ceremony
I:
1. arrive in class before the flag ceremony
2. stay inside the classhome quietly studying lessons while waiting
for the teacher.
3. stand at attention and sing the Philippine National Anthem, FCPC
Loyalty Hymn and San Jose Del Monte Hymn properly.
4. recite the Vision, Mission, Program Educational Objective,
FCPCian’s Creed and Panunumpa sa Watawat correctly.
II. During Class Instruction
I:
1. respect my teachers.
2. respect my classmates.
3. follow the proper seating arrangement.
4. wear my school uniform and ID properly.
5. keep my rubbish in my own trash bag. I bring it home and throw
it in the designated areas.
6. help maintain cleanliness and orderliness of the classhome.
7. bring the necessary materials.
8. use my own school materials prudently. I refrain from paper
crumpling. I reduce, reuse and recycle.
9. come to school with complete assignment.
10. respect other’s belongings.
11. refrain from abusive language (name calling, heckling, teasing)
12. listen attentively.
13. participate actively.
14. analyze and understand the lessons.
15. copy notes completely.
86

16. follow directions and standards.
17. observe honesty during assessment.
18. use cellphone only during free periods.
19. use gadgets for learning activities only like FCPC Learning
Management System (LMS).
20. follow the policies of the school on the use of the tv for learning
activities.
III. During Recess:
I:
1. develop the habit of throwing rubbish in the trashcan and do
proper waste segregation.
2. observe silence.
3. maintain orderliness and cleanliness. I don’t disarrange chairs
and tables.
4. stay inside the canteen during recess, (for Grades 4 to 12 only)
IV.

Dismissal:
I:
1. clean the classroom before leaving.
2. observe silence in passing along the corridor and while waiting
for the service vehicle.
3. will not go out if it is not yet my dismissal time.
4. follow single line in ascending the service vehicle.
5. observe good manner and right conduct always.
6. speak softly and do no say bad words while in public utility
vehicle, public places, and while walking along the street.
7. do not litter.
OFFENSES SUBJECT TO DISCIPLINARY SANCTIONS
A. GRAVE OFFENSES
The following are strictly prohibited:
1. Hiding personal belongings or school paraphernalia
of another student.
2. Destroying schoolmate’s things such as slashing of bags
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inside or outside the school premises.
3. Giving or sharing food which contains
something
not
appropriate
for
human
consumption.
4. Throwing of plastic bags, plastic wrappers or
anything that will cause clogging of
toilet
bowl.
5. Showing of actions of over familiarity among
students (holding hands, hugging, kissing, or
any indecent act, having selfie pictures.
6. Engaging in “paluwagan” movement or any
form of collecting funds.
7. Strolling/staying in a friend’s house while
wearing school uniform before/during/after
classes.
8. Using the school activity as an excuse in going
out/staying outside the house after/before
classes/ during weekends. Rehearsals are not
allowed to be done outside the school campus.
All rehearsals with approved permits from the
subject teacher concerned will be done 30
minutes before their first subject inside the
campus only.
9. Watching pornographic films in your own house
or in any other house of classmate/friend.
10. Spitting anywhere inside the school premises.
11. Destroying orbreakingspoons,forks,plates, cups
or glasses, etc. used in the canteen.
12. Charging personal gadgets in any room or
part of the school.
13. Playing rough and loud games (luksong- baka
and the like)
14. Wasting or playing with water
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B. GRAVER OFFENSES
The following are strictly prohibited.
1. Carrying or taking prohibited drugs or bringing cigarettes
inside and outside the FCPC premises.
2. Smoking, drinking alcoholic beverages, and gambling
inside or outside the school premises.
3. Stealing.
4. Membership in fraternities, gang or bad organizations.
5. Climbing of rooftop to cut classes/to play.
6. Disrespectfulness (in any form) to teachers/ school
authorities during class hours inside and outside the
classroom.
7. Establishing illicit affair among boys with boys and girls
with girls and any form of immorality/sexual misconduct
8. Carrying of deadly weapons like fire arms, firecrackers,
knives, bolos, other sharp objects, matches/lighters.
9. Intentional or planned act of injury. (If blood flows, a
student is automatically excluded from FCPC whether
it his fault or not)
10. Tampering or erasing data in forms/records (tadforms,
excuse letters, report cards)
11. Extortion.
12. Any form of vandalism.
a. A student will be required to pay or replace the
destroyed properties like chairs, tables, plants, books and
the like.
b. Writing on walls, chairs, tables and other FCPC
properties.
c. Destroying intentionally computer machines, typewriters
and other important school properties.
d. Burning pieces of paper inside the classroom.
e. Mutilation of any library property
13. Placing the name of school in shame.
a. Stealing from stores/groceries/dept. store/mall
b. Quarreling with somebody anywhere.
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c. Drinking liquor anywhere or coming to school drunk
d. Going out with persons of questionable personalities.
e. Stowing away
14. Truancy like cutting, loitering, skipping or not
attending classes
15. Stoning of neighbor’s house and/or uttering bad
words to the neighbors.
16. Hacking other’s computer accounts.
17. Editing pictures of others, posting, blogging defamatory
remarks to anybody in social media.
18. Bringing and/or using electric cigarette (e- cigarette)
19. Instigating a fight.
20. Destroying, crumpling, or playing the school publication.
21. Tearing and/or writing on the school uniform
22. Bullying/cyber bullying classmates, schoolmates or any
member of faculty, staff and school personnel.
23. Throwing garbage/trash to neighbors
24. Creating social media account that will place the name
of school in shame
25. Using social media sites that put his/her classmates/
schoolmates in shame
26. Having a tattoo
27. Plagiarism
28. Cheating in any form, including but not limited to the
following acts:
-Possession of notes or any materials relative to the
subject matter of the examination, quiz or test during said
examination, quiz or test, when the student actually uses it;
-Possession of notes or any materials relative to the
subject matter of the examination, quiz or test during said
examination, quiz or test, when the student did not use
them, provided that the teacher specifically demands the
clearing of these things beforehand;
-Deliberately looking at and/or peeking in a seatmate’s
examination paper;
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-Deliberately looking at and/or peeking in a seatmate’s
examination paper;
-Copying from or tolerating another to copy from one’s
examination
-Conversing during examination, quiz or test relative to the
subject matter of the examination, quiz or test
-Having somebody take the examination, quiz, or test for
and on his/her behalf (in which both students are liable);
-Submission of any work, which was copied from another
person;
-Dictating answers to the one subject to a graded recitation;
-Bringing out and/or operating cell phone or other
communication
DISCIPLINARY MEASURES/SANCTIONS
A. Light Offenses
First Violation:
Light offenses will be handled by the class advisers.
A student will be required to fill up the counseling form as a
promise not to repeat the same violation and not to violate
anymore.
Second Violation:
If a student violates any of the light offenses aside
from the first offense, he/she will be required to bring his/
her guardians/parents in the Student Discipline Office for
conference and proper action.
Third Violation:
In this case, a student will be given the first
suspension, the SDO officer will notify the parents/guardians
for conference.
B. Grave Offenses
First Violation:
A student will be rendering an extra work or school
services
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Second Violation:
A student will be suspended from his/her classes.
Third Violation:
A student will be signing the Memorandum of
Agreement for the Ultimatum Case and be suspended from
his/her classes
C. Graver Offenses
First Violation:
A student will be suspended from his/her classes.
Second Violation:
A student will be signing the Memorandum of
Agreement for
Ultimatum Cases and be suspended
from his/her classes
Third Violation:
A student will be recommended for exclusion from
FCPC.
Suspension: A suspension notice should be signed by all the
concerned teachers before the suspension date/s.
Note: Students who have been suspended twice
should sign the Memorandum of Agreement for Ultimatum
Cases.
• If a student cannot be assisted through giving pieces of
advice, guidance of parents and other remedial procedures
on the observation and findings of teachers and guidance
counselor, the SDO will recommend the student for exclusion
from FCPC, to be approved by the principal.
• The pupil/student who may not have any violation or offense
but for the first time can be excluded/suspended/ render
school service if he/she:
a. made physical attack or any analogous act which is beyond
human acceptance.
b. brought/ used /sold prohibited drugs
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CHAPTER VII.
APPENDICES
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CHILD PROTECTION/ANTI-BULLYING GUIDELINES,
PROCEDURES AND POLICIES
In line with the vision and mission or our school, First City
Providential College recognizes that learning takes place when
students have a conducive learning environment that is
characterized by safe, positive, caring relationships between and
among the stake- holders of the entire school community.
ANTI-BULLYING ACT OF 2013 (R.A. 10627) CREATION OF
COMMITTEE ON CHILD PROTECTION
A.

CREATION OF COMMITTEE ON CHILD PROTECTION
In consonance with R.A. No. 10627 known as “Anti-bullying
Act of 2013”, First City Providential College created the
Committee on Child Protection with the following goal and
objectives.
I. GOAL:
To uphold the dignity of every student that will guarantee a
supportive, friendly and safe environment where they can
learn in a secured and relaxed atmosphere towards
achieving academic and moral excellence.
II. OBJECTIVES
1. To prevent any commission of acts of bullying
2. To promulgate rules and regulations prescribing the
procedure for the investigation of bullying cases.
3. To impose guidelines on proper decorum in the
school.

B.
GUIDELINES, PROCEDURE AND POLICIES
I.
COMMITTEE ON CHILD PROTECTION
The Committee on Child Protection (COCP) shall be composed of
the CSD officer, Assistant Principal, Teacher Representative, Parent
Representative and Student Council President.
II.
RESPONSIBILITIES OF THE COCP
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1.
Receive complaints of bullying.
2.
Conduct investigation on bullying complaint
3.
Submit a report of its findings with the corresponding
recommendation to the school administration for decision.
4.
Conduct meetings/discussions about bullying with the
employees, teachers, parents and students to enhance
understanding and prevent incidents of bullying.
III.

BULLYING AS DEFINED
1.
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 harms 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:

a. 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.
b. Any act that causes change to a victim’s psyche
and/or emotional well-being;
c. Any slanderous statements or accusation that
causes the victim undue emotional distress like
directing foul language of profanity at the target,
name- calling, tormenting and commenting negatively
on victim’s looks, clothes and body;
d. Cyber-bullying done through the use of technology
or any electronic means. The term shall also include
any conduct resulting to harassment, intimidation or
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humiliation, through the use of other forms of technology,
such as, but not limited to texting, email, instant messaging,
chatting, internet, social media, online, on other platforms or
formats as defined in DepEd Order no. 40 s. 2012.
e. Social bullying – refers to any deliberate, repetitive and
aggressive social behavior intended to hurt others or to
belittle another individual or group;
f. 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.
g. Retaliation against student who reports bullying, who
provides information during an investigation of bullying, or
who is a witness to or has reliable information about bullying.
IV. STANDARD PROCEDURE IN HANDLING BULLYING CASES.
1. The complaint should be filed in-person.
2. It should be written, signed and sworn to by the
complainant (use complaint form)
3. The CSD Officer conducts counseling session with the
students and the parents.
V. INVESTIGATION, HEARING AND IMPOSITION OF SANCTION
PROCEDURE:
1. The COCP shall conduct a preliminary investigation with
the complainant and with other person who serves as a
witness.
2. The investigation will be conducted in a close conference
with the parents/guardians of the complainant with the
presence of the guidance counselor.
3. The COCP shall exercise strict confidentiality of the
proceedings.
4. The preliminary investigation will commence not later
than 3 days from receipt of the complaint.
5. Formal investigation will be done with the complainant and
the respondent.
96

6. Submit a report of the findings with the corresponding
recommendation to the school administration for decision.
7. The
school
administration
shall
uphold
the
recommendation of the COCP or conduct further
investigation or hearing, and render its decision on the
matter, which shall be transmitted to the President, whose
action and decision, in so far as the school administration is
concerned, is final and executory.
VI. DISCIPLINARY ACTIONS
After a thorough investigation, sanctions shall be imposed depending on the seriousness or gravity of the offense committed and/or
the extent of injuries suffered by the victim.
•
Suspension from classes for three (3) to five (5)
school days, or Extra Work for three (3) to five (5)
school days, or both. The duration of the suspension
and/or community service may be further reduced or
lengthened by the school depending on the nature,
gravity or severity of the bullying act.
•
In addition to the disciplinary sanction imposed, the
school may, after careful evaluation, likewise refer the
alleged bully and/or the alleged victim for counseling
of School’s Guidance Counselor or to other
intervention programs of the school should it become
necessary.
•
If a student cannot be assisted through giving pieces
of advice, guidance of parents and other remedial
procedures on the observation and findings of
teachers and guidance officer, the student violator
shall be recommended for exclusion from FCPC, to
be approved by the principal and president.
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SCHOOL PROCEDURE AND PROTOCOLS
A.

Entrance/Arrival
1. Parents may escort their child to their classroom only on
the first day of school.
2. Kindergarten and elementary students shall enter the
school using the gate. If in case they arrived 30 minutes
earlier before their class schedule, they will be contained
in the waiting area and will only be released 10 minutes
before the start of their classes.
3. High school and college students shall enter the school
using the main gate 1.
4. All students need to line up immediately in their assigned
gate as they enter and tap their IDs in the gateway access
for rapid deployment. No one is allowed to stand by in the
lobby and tap the machine during entrance hours.
5. Velvet ropes or belts shall be placed in designated areas to
guide the crowd or to have some order. This will keep the
students from moving in whatever direction they wish to go
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6. Once the student’s ID has been tapped, scanned and is
in the security system, he/she shall be refrained from going
out of school.
7. No student will be allowed to leave the school premises
once he/she has tapped in his/her ID in the gateway
access.
B. Exit/Dismissal
1. Students will line up inside their classroom. They shall be
escorted into the waiting area by their last subject teacher
after the security personnel and the school aide have
signaled them to proceed to their designated place in the
waiting or exit areas.
2. Anyone picking-up a student must be listed as the
authorized fetcher by the parent/guardian and must bring the
fetcher’s pass.
3. No student will be dismissed early through any door except
the gate to assure the child has been properly signed out.
4. The fetcher is asked to remain in his/her vehicle at the
assigned parking area of the school or outside the school.
Students will be brought out of the school after he/she has
notified the school’s security personnel on duty.
5. Parents/fetchers who are picking his child up are required
to line up in the designated pick-up lane of the school.
6. Security personnel on duty will not release a student to any
person unless he knows that the person is authorized to pick
that student up.
7. Neither a vehicle nor a fetcher will be allowed to stay near
the exit doors to expedite an efficient dismissal. Velvet ropes
or barriers shall be placed in designated areas to prevent
the vehicle and the fetcher from blocking the dismissal door
and pathways.
8. Students who do not have fetchers or service
transportation are allowed to stay in the lobby of the school.
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C. Carpool and Parking
1. All vehicles shall follow a single line as they drop off their
passengers in front of the school’s main door. Children
should exit the car on the passenger side directly onto the
sidewalk. Once all cars are unloaded, this group of cars exits
together.
2. Parents/ guardians/service transportation providers should
not permit their children to leave the parked vehicle and walk
to the school entrance unescorted.
3. Service transportation providers/parents/guardians shall
drop off and pick up students in front of the school at the
lobby doors.
4. Service vehicle shall park in the designated areas near
the school.
5. No one is allowed to park his service transportation 20
meters in front of the school entrance.
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INSTRUCTIONS REGARDING THE USE OF THIS
STUDENT’S HANDBOOK
For the Student:
1.
It is your responsibility to keep this
handbook.
2.
Don’t make any unnecessary writings nor
tamper with the records and data.
3.
Always bring this with you during school days.
4.
Follow the rules and regulations stated in
the handbook.
5.
Present this to the school guard each time you
will be coming to school late.
6.
Losing this will mean immediate replacement.
For the Parent/Guardian:
1.
Remind your child to bring this handbook to
school every day.
2.
Accomplish and sign the attendance record at
the back of this handbook each time your child
is absent from his/her classes.
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First City Providential College
Loyalty Hymn
First City Providential College
Fair fountain of light
Your children humbly offer thee
our hearts’ sincerest thanks
An ordinary coal
rising calmly from storms of change
Though gently purge to a precious gem
by Providence loving hands
To this beacon
be our loyalty
Let this be our song
of fealty though how long and far we soar
Your mem’ry’s flames linger on
We will sail to bright destinies
though perilous the stormy seas
Singing with the anvil hymn
our voices proudly cheer
F-C-P-Cians! F-C-P-Cians!
Ever learning
ever onward to a noblest dream
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