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+ A.M.D.G.

FOREWORD

Dear Students:

Welcome to the new school year! This is your handbook to 
help you find the essential information you need to know 
about what the Ateneo and Jesuit education is all about:

… a means by which all can discover their 
destiny in God’s image and begin the journey of 
sanctification. It includes a religious dimension 
that permeates its whole schooling. It encourages 
a realistic knowledge of the world and its 
structures. It enables students to assess values: 
those for the Kingdom of Christ against those 
which glorify self and selfishness. Our schooling 
wishes our students to be men and women for 
others who make all the significant decisions from 
the perspective of the poor.

Our school’s Mission-Vision and the Profile of the Ideal High 
School Graduate represent our dreams for the High School 
and for each of you. It is our desire that while you are at the 
Ateneo, you will not only discover and develop your talents 
but also come to appreciate them as gifts from the Lord to be 
used for His greater glory.

We all look forward to a successful school year and a time of 
great learning, love and service of God and others. 

Onward speed, gallant knight!
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Dear Parents and Guardians:

Greetings of Peace!

Thank you for entrusting your sons/ daughters’ basic education 
to us.  The Ateneo de Davao High School Administrators, 
Faculty and Staff are committed to form them academically, 
socially, and spiritually.

This handbook is for you, the primary educators of our 
students.  It is meant to inform you what this school is all 
about, what it stands for, and what rules and guidelines are 
needed to help us reach our goals and objectives.

Similarly, rules and regulations are vital in running a school. 
Our student discipline code is clearly defined in this handbook.  
The specified code is meant to give us freedom from chaos 
and thus have more freedom for creating an orderly learning 
environment. As Principal, it is my duty to implement the 
student discipline code as defined in this handbook. The HS 
administrators and all the teachers will help me in this duty.

May God continue to bless the entire Ateneo de Davao High 
School Community.

Sincerely,

Fr. Michael I. Pineda, S.J.
Principal
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INTRODUCTION

This is for you.  It aims to make your studies at the Ateneo de Davao 
High School easy and fruitful. It contains our policies, rules, and 
regulations to help create an atmosphere of orderliness and harmony 
to help you obtain your goal --- total development.

Order is necessary for the efficient functioning of any institution.  Order 
is necessary for any school, for any class, or for any organization to 
fulfill its goal.  But order can be attained only if the rules and the 
regulations are obeyed and followed.  The school can help you, your 
fellow students, and your community if you, the Atenean, cooperate 
by respecting and following the guidelines written in this Handbook.

BRIEF HISTORY

The Ateneo de Davao is one of the nine schools in the Philippines owned 
and run by the Society of Jesus (Jesuits). The school tradition of total, 
harmonious formation and personal, academic excellence, product of 
over four centuries of educational experience of the Society since the 
establishment of the College of Messina in October 1548, is St. Ignatius’ 
legacy to the religious family he founded in 1540.  

At the request of the Most Rev. Luis del Rosario, S.J., Bishop of 
Zamboanga, the Jesuit Fathers, under the leadership of Fr. Theodore E. 
Daigler, S.J., took over the St. Peter’s Parochial School and renamed it 
the Ateneo de Davao. 

In June 1948 the Ateneo de Davao opened on a six-hectare piece of 
property in Matina with 71 grades 5 and 6 elementary students and 131 
first, second, and third year high school students. The first high school 
graduation was held in March of 1950. 

In 1951 the Jacinto campus was obtained through the generous support 
of the Most Rev. Clovis Thibault, P.M.E., Prelate of Davao. In July that 
same year, the college department opened with 130 students. The 
course offerings were: Liberal Arts, Commerce, Education, Associate in 
Arts, Pre-Law, Secretarial, Teacher’s Certificate.  

The grade school moved to the Jacinto campus in 1951 and returned 
to the Matina campus in 1962. The high school moved to the Jacinto 
campus in 1962 and returned to the Matina campus upon completion 
of a two-wing, three-storey building in 1967. The high school turned co-
educational in 1977 with 28 girls accepted into the freshman year. In 
1977, the Ateneo de Davao gained University status with Fr. Emeterio 
J. Barcelon, S.J. as its first University President. In 1988, Mrs. Katie B. 
Delima became the first lay Principal of the high school. 
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In its ardent desire to ensure quality education, Ateneo de Davao 
went through an accreditation process by the Philippine Accrediting 
Association of Schools, Colleges, and Universities (PAASCU). The 
college was first accredited in 1969, the grade school in 1974 (the first 
PAASCU accredited elementary school in the Visayas and Mindanao), 
and the high school in 1975. It attained reaccreditation in 1978, 1984, 
1990, 1997 and 2002.  

The increasing number of student population in both the grade school 
and the high school prompted Central Administration to build a five-
storey high school complex in what used to be the school’s backfield. 
The high ≠school transferred to the new building in June of 1996; its 
formal inauguration, however, was held the following year on March 
12, 1997. The Administration Wing houses the different administrative 
offices, Instructional Media Center, St. John Berchmans’ Chapel, school 
clinic, and the Student Development Center. The old high school building 
of 1967 was turned over to the grade school.

The school year 1999 saw the creation of an integrated program of basic 
education from preschool to high school. To this end, Fr. Edmundo M. 
Martinez, S.J., University President, appointed Fr. Oscar A. Millar, S.J., 
Vice President for Formation and Basic Education, and Mrs. Suzette 
D. Aliňo, Director of Basic Education and concurrent grade school 
Headmaster and Mrs. Gloria G. Dolar high school Principal.

In 2001, Fr. E. Martinez, S.J., University President, initiated changes in 
the administrative structure with the abolition of the office of Assistant 
Principal for Academic Affairs to make sure that the academic leadership 
becomes the prime responsibility of the Unit Head. The Principal, then, 
had a direct hand in all matters involving faculty and academics. To 
help the Unit Head in this task, the positions of Executive Assistant to 
the Principal and the Year Level Heads were created. In addition, the 
Committee on Instruction was formed to assist the Principal in upgrading 
the quality of classroom instruction through class observations/
visitations. The position of Assistant Principal for Formation was created 
to help oversee the activities and processes aimed at the total formation 
of students – their attitudes, values, behavior, and character. The creation 
of the Formation Cluster composed of Student Development Center 
(SDC), Campus Ministry Office (CMO), Christian Life Education (CLE) 
Department, Sports and Student Activities was designed to intensify the 
Jesuit ideals of formation and tradition of excellence.

In school years 1999-2000 and 2000-2001, the high school added more 
computers for the I.T. program, upgraded the Mathematics curriculum 
and a consultant assisted in the training of the teachers. It was in 1999 
that the high school served as the locus for the Regional Science 
Training Center (RSTC), the Reorientation of Instruction of Science 
Education (RISE), and the regional training for public school teachers 
among others.
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Structural and academic reforms were made to respond to the different 
recommendations raised by the PAASCU Re-accreditation in February 
of 2002. Dr. Perla E. Funa, Dean of Arts and Sciences, became Vice 
President for Basic Education and concurrently, the high school Principal. 
Moreover, Sr. Guia Jambalos, RC was appointed as the Assistant to the 
President for Formation. 

Towards the end of 2004, Fr. Antonio S. Samson, S.J., the second time 
President of the University ushered some changes in the curriculum 
and in the organizational structure. The school made necessary and 
relevant reforms in its curricular programs beginning with Religious 
Education and Physical Education, Health and Music. The change in 
the organizational structure included the revival of the Subject Area 
Coordinators. In August of 2005, Fr. Irvin B. Salanio, S.J. became the 
OIC Principal of the high school. The duties and responsibilities of the 
Subject Area Coordinators and the Year Level Heads were reviewed.

With the appointment of Fr. Anthony C. Pabayo, S.J. as the Principal in 
April of 2006, the school focused on the three C’s, namely:  Character 
Formation, Community Building and the Challenge to be a Better Ateneo. 
With these thrusts, several changes were implemented. An Assistant 
Principal for Academic Affairs, the Sports Coordinator, the Assistant 
Prefect of Student Affairs, and the ICT (Information and Communication 
Technology) Coordinator were appointed. Technology and Home 
Economics (T.H.E), Scouting and Citizenship Advancement Training 
(CAT) were revived.  A Faculty Development Coordinator was appointed 
to track the formation of the faculty and staff especially the probationary 
teachers. He also worked for the installation of an elevator to serve the 
needs of the high school community. The elevator was inaugurated and 
blessed on September 23, 2011.

Even as the faculty recognizes that they share in the management’s 
goal to pursue and attain the vision and mission of the university, they 
also recognize the benefits and potentials of entering into a collective 
bargaining agreement. The High School faculty decided to form a union 
which the majority certified in July 2009. The Unyon ng mga Guro sa 
Ateneo-High School (UGAT-HS) and the administration of the university 
signed its first Collective Bargaining Agreement (CBA) on February 1, 
2010, effective June 1, 2009 until May 31, 2014. It is hoped that one of 
the underlying principles of the CBA which is to “… develop collaboration 
in pursuing the highest level of excellence in secondary education.” 
(CBA p. 2) will be achieved. 

Fr. Antonio S. Samson, S.J. retired in March 2011 after almost eight years 
as university president since his resumption into office in 2004. During 
his term, the Grade School Chapel was constructed, the Jubilee Building 
was finished, and beautiful glass-stained windows were installed in all 
the chapels in Matina and Jacinto.  He was also responsible for the 
financial stability of the university. Fr. Joel E. Tabora, S.J., the former 
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president of Ateneo de Naga took his place and was installed into office 
on June 1, 2011.

The new president instituted organizational change and modifications 
in the focus of the university. He had the vision-mission of the university 
revised to reflect the university’s thrusts of excellent instruction and 
formation, robust research, and vibrant community service. To carry out 
the thrusts, Fr. Joel Tabora, S.J. created the offices of the Academic 
Vice President, the Deputy Academic Vice President for Formation, the 
University Research Council, the University Community Engagement 
and Advocacy Council (UCEAC), the Al Qalam Institute, the University 
Sports Director, and the Campus Minister for Faculty and Staff. He 
spearheads educational reforms like adopting the K-12 Program of the 
Department of Education effective school year 2012-2013. Curricular 
revisions were done and articulation sessions from preschool until 
college were conducted to provide direction. Fr. Tabora also improved 
the physical facilities of the university by installing macadam topping 
on the Matina campus oval track, the building of a swimming pool for 
the Grade School, and providing a 4-storey parking building in Matina. 
A new building is planned for the Jacinto campus which will reflect the 
university’s outlook of global education.

Like the university with a new president, the High School Unit also had 
a new principal for school year 2011-2012 in the person of Fr. Michael 
I. Pineda, S.J.. He replaced Fr. Anthony C. Pabayo, S.J. who was 
reassigned to Ateneo de Manila after his tertianship in Dublin, Ireland. 
For a year, (S.Y. 2010-2011) Mr. Antonio S. Lumactod was the OIC 
Principal. 

Fr. Michael I. Pineda, S.J., fulfilling the new vision-mission of the 
university, made care for the environment as one of his major thrusts. 
Towards this end, he launched ECOTENEO Waste Management 
Program. Waste segregation has become the way of life for the high 
school community. He initiated the building of the student satellite 
canteen in the 3rd floor  and faculty dining area in the 4th floor of the 
academic building. A common faculty workroom  at the 4th floor was also 
created to house all the teachers in school. Such change is envisioned 
to foster better faculty coordination and camaraderie aside from a more 
conducive working environment.  Not only were there changes in the  
infrastructure, there were also curricular reforms.  Special Christian Life 
Education (SCLE) and the Library Instruction Program (LIP) were pilot-
tested. The Special Filipino Class, the Citizenship Advancement Training, 
Honors Program and Learning Enhancement Advancement Program 
(LEAP)  were refined. The Faculty and Staff formed into Professional 
Learning Communities (PLC) mainly to discuss topics that will help the 
respective subject areas or offices better respond to the needs of the 
21st century learners. Faculty and Staff engaging into Action Research 
is a breakthrough for the ADDU-HS the school year 2011-2012.
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For the school year 2012-2013, the endeavors to achieve the vision-
mission are more defined. As a response to the university’s thrusts 
of excellent instruction and formation, vibrant community service and 
robust research; more curriculum reforms are created which include 
Reading Program for Filipino and English, Academic Probation Program 
and most of all the pilot-testing of the K to 12 Curriculum. Community 
outreach is well-coordinated with the UCEAC. Campus Ministry Office 
activities such as the Christian Service Learning Program (CSLP) 
are improved through enhanced articulation with the Christian Life 
Education (CLE) Program.  With the structural and financial support from 
the Administration, Action Researches continue to flourish in ADDU-HS.  

On September 10-11, 2012, Ateneo went through the PAASCU Re-
accreditation and on November 23, 2012 it was granted another 5 years 
of level 2 accreditation.

With renewed vision, the Ateneo de Davao High School confidently 
steps forward to fulfill its mission of providing an integral formation of 
leaders in Davao and in Mindanao.

Following is the list of high school Principals since its foundation in 1948:

FR. THEODORE E. DAIGLER, S.J. _____________  1948 – 1951
FR. JOHN J. MCKEANEY, S.J. _________________  1951 – 1953
FR. MARTIN J. CASEY, S.J. ___________________  1953 – 1955
FR. J. HUDSON MITCHELL, S.J. _______________  1955 – 1960
FR. THOMAS P. MURPHY, S.J. ________________  1960 – 1962
FR. FRANCIS L. BOWLER, S.J. ________________   1962 – 1965
FR. FRANCIS C. DOLAN, S.J.  _________________  1965 – 1969
  1971 – 1973
FR. JUAN E. BONAFE, S.J. ___________________  1969 – 1971
FR. ERNESTO A. CARRETERO, S.J.  ___________  1973 – 1976
FR. RODOLFO A. MALASMAS, S.J. _____________   1976 – 1982
  1985 – 1988
FR. ENRIQUE M. LALANA, S.J. ________________  1982 – 1985
MRS. KATIE B. DELIMA ______________________  1988 – 1999
MRS. GLORIA G. DOLAR _____________________  1999 – 2002
DR. PERLA E. FUNA  ________________________  2002 – 2005
FR. IRVIN B. SALANIO, S.J. (OIC-P) ____________  2005 – 2006
FR. ANTHONY C. PABAYO, S.J. _______________  2006 – 2010
MR. ANTONIO S. LUMACTOD (OIC-P) __________  2010 – 2011
FR. MICHAEL I. PINEDA, S.J. _________________  2011-PRESENT
MS. ANGELA NINA ANN R. INGLE, Ph.D.
       (ACTING PRINCIPAL) ____________________  2014-2015
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ADMINISTRATIVE OFFICERS
SY 2014-2015

Administrative Team
Fr. Michael I. Pineda, SJ Principal (On Tertianship)
Ms. Angela Nina Ann R. Ingle, Ph.D. Acting Principal
Mrs. Camila V. Samblaceño Asst. Principal for Academic Affairs
Mrs. Alma Raymonda S. Bartolata Asst. Principal for Administration
Bro. Jeffrey U. Pioquinto, SJ Asst. Principal for Formation
Mrs. Maria Carmela S. Abay Registrar

Subject Area Coordinators
Mrs. Excesima L. Pasilan CLE
Mrs. Maria Chona L. Zafra English
Mrs. Evangeline D. Algabre Filipino
Mrs. Marinar F. Castro Information Technology
Mr. Darius P. Tajale MAPEH
Mrs. Aileen Joy O. Bonifacio Mathematics
Mr. Cyril B. Lusuegro Science
Mrs. Joan M. Abejaron Social Studies

Grade/Year Level Coordinators
Mrs. Ma. Cecilia F. Martinez Grade 7
Mrs. Zenaida G. Mendez Grade 8
Mrs. Rosemar E. Bataller Grade 9
Mr. Jason R. Sarmiento 4th Year

Heads of Offices and Support Services
Mr. Nathaniel M. Limbo Prefect of Discipline
Mr. Nelson A. Bitang Campus Ministry Coordinator
Ms. Marichelle Q. De Ramos Student Activities Coordinator
Mr. Miguel P. Dailisan II Student Development Coordinator
Mrs. Melodina Z. Añana Librarian
Mrs. Jossie V. Bolaños Faculty & Staff Development   
 Coordinator
Ms. Helen Grace B. Pulido Executive Asst. to the Principal
Engr. Teddy M. Recomes Physical Plant Supervisor
 (Matina Campus)
Mrs. Carmela Marie M. Santos Ecoteneo Director
 (Matina Campus)
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THE VISION

The Ateneo de Davao University is a Catholic, Jesuit and Filipino 
University. As a university it is a community engaged in excellent 
instruction and formation, robust research, and vibrant community 
service. As Catholic, it proceeds ex corde ecclesiae - from the heart 
of the Church. As Jesuit, it appropriates the mission of the Society 
of Jesus and the spirituality of St. Ignatius of Loyola. As Filipino, it 
prepares students to profit from, contribute to and engage the global 
world.

THE MISSION

The Ateneo de Davao excels in the formation of leaders for the 
Philippine Church and society, especially for Mindanao. It excels 
further in the promotion of the faith that does justice, in cultural 
sensitivity and transformation, and in inter-religious dialogue, 
particularly with the Muslim and Lumad communities of Mindanao. 
It promotes communities touched and transformed by the faith, 
communities of peace and human well-being, culturally resilient yet 
able to adapt to the modern world. It promotes social justice, gender 
equality, good governance, the creation of wealth and its equitable 
distribution. It engages vigorously in environmental protection, the 
preservation of bio-diversity, and the promotion of renewable energy. 
It leads in Philippine education reform, especially for the peoples of 
Southern Philippines.

THE UNIVERSITY GOALS

In more concrete terms, the Ateneo de Davao University seeks to 
pursue the identified key goals and to address priority concerns, 
where each of the University units addresses the concerns in a 
manner appropriate to itself as a Filipino, Catholic, and Jesuit 
University.

As a Filipino University…

•  A more systematic and critical understanding of the Filipino 
culture based on the insight that culture, being a creation 
of human society, is open to intelligent modification and 
choice.
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•  A focus on distinctive areas of concern, among them are:
•  Muslims and indigenous peoples, children and women;

•  Environment;
•  Development and promotion of civic culture and 

consciousness and the promotion of responsive and 
responsible government;

•  Job creation and entrepreneurship to address the 
endemic problem of poverty.

As a Catholic University…

• The message of the Gospel focused on specific areas 
of concern of the students on self-identity and personal 
growth, family, civil society, Christ and Church, and the 
meaning of life among others.

•  The deeper understanding of the faith and its inculturation 
into Philippine culture.

•  The human and spiritual formation of faculty and students.
•  The creation of the university into a truly Christian 

community.

As a Jesuit University…

•  Excellence in all its programs.
•  Focus on science and math; theology and philosophy.
•  High level of competence in spoken and written English.
• Incorporation of information technology into the very fabric 

of University life and programs.
• The sense and mission of service for others and the country.

PHILOSOPHY, NATURE AND OBJECTIVES

The Ateneo de Davao University holds that true education consists in 
the formation of the human person, physically, socially, intellectually, 
emotionally and spiritually in the pursuit of his ultimate end, and of 
the good of the societies of which he is a member, and in whose 
obligation, as an adult, he will share. (Vat. II, Declaration on Christian 
Education).
The high school unit as an integral part of the Ateneo de Davao 
University Educative System shares in the eminent mission of this 
institution of learning and formation.
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Filipino
The Ateneo de Davao High School is Filipino in its ideal and 
aspirations. It believes not only in the molding of the student as 
a person and in seeking the actualization of individual potential, 
but also in the preparation of the student for active and involved 
citizenship in the community he/she lives in. The Ateneo recognizes 
that the student, even while pursuing his/her formal education, has 
duties and responsibilities and obligations to his/her community, to 
the country, and to the world. Thus, in the realization of the student 
as Filipino, the school is guided by a nationalism that believes in the 
community of persons.

Catholic
The Ateneo de Davao High School as Catholic reflects the profound 
convictions and a way of life of the people who make it up: the 
students, faculty, administrators and alumni whose vision of life and 
learning is inspired by the person of Christ. This vision springs from 
the belief that the Son of God became man in Christ and founded a 
Church to communicate and interpret His revelation in all times and to 
all people. The intellectual dimension of the Catholic commitment is 
articulated in the classroom, particularly in religion where a person’s 
life is examined with the methodology proper to an academic 
discipline. This religious commitment has worship dimension that 
is realized by the forms of liturgy made available on campus. The 
ethical and moral dimensions are to be realized in individual spiritual 
growth and in communal concern for persons, especially through 
collective endeavors expressing love and service.

Jesuit
As a Jesuit High School, the Ateneo de Davao:

A.  offers education in a style derived from the four hundred 
years tradition of the Jesuits with emphasis on intellectual 
discipline, moral maturity, action-oriented spirituality, 
personal dedication to Christ, and individual and corporate 
loyalty to the Church;

B.  advocates a view of education that offers uniquely effective 
opportunity to change and improve the individual and in 
turn effect changes in the social structures to which he/she 
belongs;

C.  stresses the intellectual development of leaders for the 
diverse levels of society;

D.  favors an open strategy of education which is adaptable 
to circumstance, innovative, flexible, accepting provisional 
answers in a time of change  and self-evaluative;

E.  emphasizes individual dignity and witnesses and abiding 
personal concern for one another among all, especially, on 
the part of the faculty towards students both in class and 
out;
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F.  gives importance to value-oriented education as essential 
for the complete and fully free person and to integrate 
development and maturing of moral and spiritual values 
along with cultural and intellectual growth; and

G.  urges the voluntary personal commitment to a common 
endeavor based on shared values, intellectual, moral and 
spiritual.

Secondary
As a secondary school, the Ateneo de Davao High School serves 
as a developmental link in the formation and training of the students 
from grade school to college or to a vocational course or initial 
employment.

Objectives
The Ateneo de Davao High School’s general objectives are 
expressed in four themes:

As Filipino – The Ateneo de Davao High School intends to instill in 
the student a sense of history to enable him/her to see, accept, and 
rejoice in the fact that the Filipino is culturally different from any other 
people. Furthermore, it aims at the participation of the student in 
the development of the culture of this community and particularly in 
Southern Philippines, and ultimately, to the national Filipino culture. 
Above all, it seeks to make the students realize that they and their 
land have been given by God as unique gifts to which they should 
not only be grateful recipients but also generous developers and 
sharers with the rest of mankind.

As Catholic – The Ateneo de Davao High School strives to train the 
students to cooperate with the Divine Grace in forming themselves 
into Christians who are well informed in matters of faith and live by 
that faith.

As Jesuit – The Ateneo de Davao High School aims at developing 
in the students these Jesuit hallmarks of intellectual discipline, moral 
maturity, action-oriented spirituality, personal dedication to Christ, 
filial love for Mary, our Mother, and individual and corporate loyalty 
to the Church. Furthermore, as a Jesuit high school, the Ateneo de 
Davao adheres to the prime educational objectives of all Ignatian 
institutions in the formation of Christian men and women for and 
with others; men and women who can conceive the love of God 
which  includes love for the least of their neighbors, men and women 
completely convinced that love of God which does  justice for all 
people; men and women who will not be overcome by evil, but rather, 
overcome evil with good.
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As Secondary – The Ateneo de Davao High School strives to 
continue the general education started in the elementary and to 
prepare the students for a college degree in compliance with the 
requirements of the Department of Education.

In the light of these general objectives the Ateneo de Davao High 
School has the following specific objectives:

A.  To develop a  commitment to the goals of national development 
by cherishing, preserving, and developing Christian moral, 
social, and spiritual values and other aspects of the national 
heritage desirable in Philippine society through:
1.  self-discipline by a consistent training in habits of action 

according to Christian values and principles;
2.  awakening to the solidarity of human society and awareness 

of the effects of one’s action upon the lives of others;
3.  the practice of refinement of manners, speech and dress in 

accordance with Christian ideals;
4.  participation at Mass and other liturgical and devotional 

practices that foster personal commitment to Jesus and His 
Mother;

5.  conscientious practice of faith that does justice and action 
for peace in respecting the rights of others, whether 
individuals or groups, regardless of position, race, nation or 
creed; and

6.  the practice and sensitivity to the claims of charity beyond 
the demands of strict justice.

B.  To understand the wide possibility of the arts and the sciences 
and to discover, broaden, and heighten their ability in appreciating 
them through:
1.  cultural presentations in and outside the school and through 

proper selection of what is good and wholesome in arts, 
music, and other forms of entertainment in accordance with 
the Christian heritage;

2.  respect for the preservation of the significant contributions 
of the past; and

3.  the formation of a humanistic habit of mind by the study of 
the classics.

C.  To acquire the basic occupational skills, knowledge, and 
information essential for obtaining initial gainful employment 
and for making an intelligent choice of occupation or career by 
means of the following:
1.  A school climate that is a witness to excellence;
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2.  An exposure to the inductive process of understanding, 
appreciating and judging by means of:
a.  an open-minded type of questioning and problem-

solving approach or instructions; and
b.  a habit of orderly thinking through analytical-synthetic 

study of mathematics and the natural sciences.
3.  Competency in the art of oral and written communication.

D.  To form desirable attitudes for understanding oneself, one’s own 
people and other races, places and time; and to promote a keen 
sense of community. To achieve this goal, the following activities 
are undertaken:
1.  a critical study of the social science in conjunction with allied 

disciplines by utilizing available audio-visual materials and 
other aids; and

2.  exposure to different lifestyles, attitudes, and people 
belonging to various strata of  the Davao communities 
through:
a.  active participation in community–oriented programs;
b.  practice of the democratic spirit of tolerance and 

cooperation; and
c.  support and cooperation of various students exchange 

programs.    

E.  To demonstrate understanding, acquisition and application of the 
basic concepts and methodologies of the different branches of 
human knowledge in order to promote their physical, intellectual, 
emotional, and social well-being through:
1.  a well-balanced and challenging program of studies in 

language, social and natural sciences, mathematics and 
religion;

2.  a sequential program of physical education and health 
instruction;

3.  a well-integrated intra - and inter-school activities; and
4.  exposure to leadership training programs.

PROFILE OF THE  IDEAL ATENEO DE DAVAO 
HIGH SCHOOL GRADUATE

Open To Growth
The graduate has matured as a person-emotionally, intellectually, 
physically, socially, spiritually – to a level that reflects some intentional 
responsibility for one’s own growth. He/she begins to reach out and 
to seek opportunities to stretch his/her mind, imagination, feelings 
and religious consciousness.



13

Intellectually Competent
The graduate will have been able to exhibit mastery of the academic 
competencies for higher education. While the requirements are 
broken down into many departmental subject areas, he/she  will 
have developed skills and understanding which cut across and go 
beyond academic requirements for college entrance. Moreover, he/
she begins to see the need for intellectual integrity in his/her personal 
quest for religious truth and in his/her response to issues of social 
justice.

Spiritual
The graduate will have been able to  acquire a basic knowledge of 
the major doctrines and practices of the Catholic Church. He/she 
will also have examined his/her own religious feelings and beliefs 
with a view  of choosing a fundamental orientation toward God and 
establishing a relationship with a religious tradition and/or community. 
This applies to the non-Catholic graduate of the  Ateneo de Davao. 
The level of theological understanding of the Ateneo graduate will 
naturally be limited by  his/her  level of religious development.

Loving
The graduate will have been well on the way to establish his/
her own identity. He/she is also on the threshold of being able to 
move beyond self-interest or self-centeredness in relationship with 
significant others.

Committed to Doing Justice
The graduate shall have achieved considerable knowledge of the 
many needs of local and wider communities and  shall have prepared 
for the way when he/she will take his/her place in these communities 
as a competent, concerned, and responsible member. He/She 
shall have acquired the skills and motivation necessary to live as 
a person for others. Although this attribute will come to fruition in 
mature adulthood, some predispositions will have begun to manifest 
themselves earlier.

In Pursuit of Leadership
The graduate shall have become aware of the difference between 
actions appropriately taken as an individual and a concerted group 
effort in affecting the outcome of issues in which he/she is interested 
in. He/She shall have learned through study, observation, and 
experience that some tasks are performed better by individuals acting 
on their own initiative, and that other projects are better undertaken 
by group actions, directed, supervised and coordinated by leaders. 
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THE SEAL OF THE UNIVERSITY

The two top panels of the shield represent Davao.  The gold and 
silver inverted keys against a light blue background represent  
St. Peter, patron of Davao Parish Church (now the San Pedro 
Cathedral).  The light blue background represents Our Lady, 
patroness of the Philippines and of the Ateneo de Davao University 
(under the title of Our Lady of the Assumption).  The green mountain 
peaks in the other panel represent Mt. Apo and its neighboring 
peaks, clearly visible from Davao City.

The two lower panels of the shield are the family arms of the founder 
of the Society of Jesus, St. Ignatius of Loyola of the House of Onaz y 
Loyola.  The seven red stripes against a gold background represent 
the seven sons of the House of Onaz who fought under their king for 
the liberties of the Christians in Spain.  The wolves-and-pot (lobos y 
olla) is a pun of the name Loyola.

The crest above the shield is a silver medallion containing the 
monogram of the Society of Jesus: IHS are the first three letters of 
the name of Jesus in Greek; the cross and nails recall His passion 
and death as Savior of mankind.

The Latin motto “Fortes in Fide” (Strong in Faith) is from 1 Peter 
5:89.  It is also the burden of a passage from St. Paul’s Letter to the 
Ephesians 5:10-20.

STUDENT DISCIPLINE CODE

As the Father loves me, so I also love you. Remain in my love. If 
you keep my commandments, you will abide in my love, just as 
I have kept my Father’s commandments and abide in his love.

- John 15:10
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ARTICLE 1.  INTRODUCTION

Section 1.  Discipline Policy  ---  A school is a dynamic environment 
where students learn different aspects of growth and development. 
These aspects help them recognize the fullness of God’s gifts and 
enable them to become responsible members of the society. One 
of these vital aspects is citizenship, the quality of an individual to 
be a productive member of the community. The Ateneo de Davao 
High School; therefore, as a learning community makes sure that 
the students, as members, exercise responsibility  by following the 
school’s rules and regulations to make the school conducive to 
learning and growth. It is in this context that the school has formulated 
the Student Discipline Code which defines key terms, identifies 
general guidelines, and stipulates student responsibilities and 
obligations geared toward forming the character of a true Atenean.

The school recognizes discipline as a vital aspect in the learning 
process in the Jesuit Education.  It further believes that discipline is 
a shared responsibility by both the students and the parents.  Hence, 
discipline is a formative rather than a punitive process.  Therefore, 
through the Student Discipline Code, all members of the school- 
students, teachers, and parents actively participate in creating and 
sustaining an environment that allows the holistic formation of all 
members.  The students and their parents cooperate with the school 
to prudently and proactively manage behavioral infractions.  

Section 2.  Definition of Terms  ---  As used herein, the following 
terms shall mean:

1. Appeal – a written request by which a case is brought 
before a proper higher school authority for review of the 
decision of a lower school authority;

2. Assault – a threat or attempt to inflict bodily harm or 
offensive physical contact on a person that places him/her 
in apparent danger;

3. Bullying – any severe or repeated use by one or more 
students of a written, verbal or electronic expression, 
or a physical act or gesture, or any combination thereof, 
directed at another student that has the effect of actually 
causing or placing the latter in reasonable fear of physical or 
emotional harm or damage to his property; creating a hostile 
environment at school for the other student; infringing on 
the rights of the other student at school; or materially and 
substantially disrupting the education process or the orderly 
operation of a school;
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4. Cheating – seeking to obtain an unfair advantage in an 
examination or in other written or practical work required 
to be submitted or completed by a student for assessment;

5. Community Service – a task given to misbehaving students 
to enhance the student’s sense of responsibility; a task for 
students who violated the provisions of the handbook;

6. Cutting Class – a deliberate absence without a valid reason 
in one or more class periods while the student is on campus;

7. Defamation of Character –  an expression (in oral form, in 
print, pictures or any other visual symbol or e-messages) 
which damages the reputation of a person/group  or 
prevents others from associating with the person/group 
because of race, color, religious affiliation, gender, national 
origin, age, sexual orientation, or handicap (physical or 
mental);

8. Defiance of Authority –  disobedience or non-compliance of 
a directive or instruction from person of authority such as 
janitors, security guards, staff, teachers and duly appointed 
person/s;

9. Disciplinary Probation – subjecting a student to an evaluation 
and trial period of at least one (1) year to ascertain his/her 
capacity to cope with specified disciplinary conditions;

10. Disrespect – blatant or repeated disregard for a person in 
authority;

11. Drugs – substances that affect adversely the sensation, 
thinking, self-awareness, and emotion;

12. Due Process – an established course of proceedings 
designed to ensure that the right of each student to 
defend him/herself has been afforded when dealing with 
disciplinary issues;

13. Dismissal  –  the removal of a student from school for 
serious violation of school rules and regulations;

14. Expulsion - the exclusion of a student from admission to 
any public or private school in the Philippines and which 
requires the prior approval of the Secretary.

15. Falsification of Document – an act of altering an item in any 
written document;
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16. Fighting –  engagement or involvement in physical hostility 
on or off campus;

17. Forgery – an act of fabricating, or producing false document 
for signature;

18. Gambling – engagement or involvement in betting or any 
game of chance for money or material goods; 

19. Gang – any group involved in any unlawful or prohibited 
activity; 

20. Guardian – a person acknowledged by the parent/s to 
be responsible for his/her/their children; his/her signature 
should appear in the handbook and/or any official school 
document;

21. Harassment – unwelcome, unwanted, uncalled-for, or unfair 
physical or verbal conduct (including that which is sexual 
in nature) that creates an intimidating, hostile, offensive, 
or discriminating environment, especially by a person in 
authority (e.g. teacher) toward a student; 

[The following are some forms of sexual harassment: 
unwarranted sexual advances; requests or pressures 
for sexual favors; displaying sexual graffiti; making 
inappropriate references or comments; making obscene 
gestures or looks.]

22. Hazing – an act of inflicting physical, emotional or 
psychological abuse or injury as part of an initiation rite; 

23. Indecent Exposure  – deliberate display of a private part or 
parts of one’s body;

24. Intimidation  – a direct or an intentional act to inflict fear, 
threat, coercion, or undue pressure on a person;

25. Jug – a sanction imposed for an offense or infraction in the 
form of paper work/reflection and a one (1) point deduction 
in the conduct grade;

25.  Missing Class - deliberate absence when the student is 
seen loitering outside the campus without valid reason and/
or without the knowledge and permission of the parents/
guardian/teacher;
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26. Post – a sanction imposed for an offense or infraction by 
giving a student special tasks like cleaning a specific area 
for at least an hour;

27. School Authority – any school personnel who is given the 
responsibility to implement school policies and regulations;

28. Suspension – a serious disciplinary status imposed on a 
student for violating school policies and regulations; the 
imposition of community service due to accumulation 
of jugs/posts and/or outright violation of any instance 
stipulated under the provisions for suspension; or the act of 
preventing the student from attending classes;

29. Stealing – an act of taking, possessing or acquiring the 
property of others without their consent;  

30. Time Out – a teacher-directed referral for misbehavior or 
other disruptions to the learning process; 

31. Vandalism – defacing and/or destruction of the property of 
other or school property;  

32. Verbal Abuse/Profanity – vulgarity and offensive or abusive 
language and/or disrespect by words and/or gestures;

33. Undertaking – a legal contract (promise) made by a student 
who is given a last chance to continue study in Ateneo de 
Davao High School. The contract, signed by the student and 
his/her parents and is notarized by a lawyer,  stipulates the 
serious disciplinary status of the student and the conditions 
set by the school to a student. 

ARTICLE II.  GENERAL GUIDELINES

Section 1.  Campus Behavior --- Campus behavior defines and 
distinguishes the character and spirituality of a well-formed Atenean 
from other students.  An Atenean is expected to act in the manner 
enumerated below:

1. Develop spiritual life through the regular participation in the 
daily Mass, in devotion to the Blessed Sacrament and to 
the Blessed Mother, and in other religious activities inside 
and outside the school;
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2. Develop a sense of a caring community by having a 
compassionate heart that seeks to advance the interest of 
the poor and embrace them through living a simple lifestyle; 

3. Respect teachers, administrators, and everyone else 
involved in the educational process.  An Atenean should 
respect and follow the directions of persons in authority: 
Administrators, Faculty, Office Personnel, Maintenance 
Staff, Security Guards, CAT Cadet Officers and other 
designated personnel. The expected norms of politeness 
and etiquette are to be followed religiously when dealing 
with persons in authority, personnel, fellow students, and 
visitors;

4. Greet all members of the school community: administrators, 
faculty, office staff, maintenance and security personnel, 
visitors and fellow students;   

5. Follow school rules and regulations at all times;

6. Conduct himself/herself with a sense of propriety, modesty 
and utmost respect for the integrity and dignity of others; 

7. Maintain dignity and modesty in appearance in any school 
activity. When entering the school grounds, strictly follow 
the prescribed uniform/dress code;

8. Refrain from wearing and/or bringing excessive and 
extravagant jewelry, valuable items, gadgets and the like;

9. Refrain from fighting, bullying, public displaying of affection, 
vandalising, or defaming;

10. Uphold academic integrity by showing conscientious and 
honest effort in answering examinations, assignments, 
projects, research papers, etc.;

11. Actively participate in ensuring a climate which is conducive 
to learning by strictly observing silence, order, and decorum 
during classes, when moving from one area to another, 
when in the vicinity of the chapel and during Eucharistic 
celebrations, assemblies, and other related activities;

12. Spend free time wisely and productively by studying, 
reading, or doing assignments, projects, researches, etc. in 
the library or in the classroom;

13. Respect and protect property of the school and of others 
at all times;
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14. Exercise freedom of expression and assembly with utmost 
responsibility and respect for other people’s rights. In 
exercising responsibilities in the school paper, uphold and 
abide by the code of ethics of responsible journalism;

15. Comply with the school’s security measures such as: 
staying in the high school campus during class hours and 
consultation time; observing curfew time; vacating the 
academic building by 4:45 PM or the school grounds at 
5:00 PM unless accompanied by a teacher; and staying at 
the designated waiting areas near the high school gates 
while waiting to be fetched by a parent/guardian;

16. Secure permission from the Assistant Principal for 
Administration or from any of the other Assistant Principals 
if one needs to go out of campus for emergency reason;

17. Be present and punctual in class and other school functions;

18. Play only after the last academic period in the afternoon. 
Any playing material/s brought to the school must be left at 
the guard house. The school will not be liable for any loss 
of playing material/s left in the guard house;

19. Dispose waste materials properly to maintain the cleanliness 
of the campus;

20. Eat only during recess and lunch break; chewing of gum is 
prohibited on campus.

Section 2. Social Obligation --- Social obligation identifies the 
collective effort of all members of the Ateneo community to enhance 
academic atmosphere and community life at all times.  The student 
has the duty to report to the proper school authorities those whom 
he/she knows to be:

1. destroying the property of others or of the school;

2. disrespecting and/or undermining the efforts of 
teachers, school personnel, and fellow students;
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3. inciting violence, fights, melees, fracas, brawls, 
rumbles, or riots;

4. negatively influencing other students;

5. putting the good name of another person and/or of the 
Ateneo in a bad light;

6. recruiting members for fraternities, sororities, gangs, 
and organizations not sanctioned by the school; and

7. showing hostility on others or towards authority.

The student has the responsibility to inform his/her parents/
guardians on whatever information and communication sent by the 
school through the Student-Parent handbook and school letters. The 
parents/guardians too have the responsibility to read and review the 
said information and communications.

Section 3.  Attendance --- Regularity of attendance is required 
in all classes.  The following are the general  guidelines on class 
attendance and absences:

1. Attendance is required of all students.  Attendance is 
counted from the first day of regular classes, regardless 
of the date of the student’s enrollment.  Students are 
expected to attend every scheduled class on time each 
day unless there is a legitimate reason for an excused 
absence;  

2. As provided in Article 15, Section 83 of the Manual of 
Regulations for Private Schools, a student who incurs 
absences of more than twenty percent (20%) of the 
prescribed number of class days or laboratory periods 
during the school year is considered dropped;  

3. Only a very serious reason will excuse the students 
from attending classes.  A limited number of situations 
and circumstances are considered lawful reasons for 
a student to be absent from school.  The reasons are:

3.1. death in the immediate family;  
3.2. illness (with medical certificate), and
3.3. activity sanctioned by the school.    
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4. On the day the student is absent, parents/official 
guardians are required to contact the respective  
Grade/Year Level Coordinator. Upon returning to 
school, the student should present to the class 
moderator an excuse letter signed either by a parent 
or official guardian. This letter should include, but not 
limited to the following information: student’s name; 
date; reason for absence; and parent’s/guardian’s 
signature, but does not necessarily excuse the student 
from taking the class assessment that he/she misses 
nor give him/her the opportunity to take whatever class 
assessment he/she misses. The school reserves the 
right to evaluate the merit of the excuse letter.    

5. The request for a foreseen absence should be made in 
writing five (5) days before the absence occurs.     

 Section 4.  Punctuality --- The following are the general guidelines 
on punctuality:

1.   Punctuality: Students should be on time for class, 
activities or assemblies and other school functions.  
Heavy traffic is not considered an excuse for tardiness.  

2. Warning Bells: Warning bells are sounded before 
the start of classes. By the final bell, the student is 
expected to be inside his/her classroom; otherwise he/
she is considered late.  

3. Tardiness in Coming to School: A student who is late in 
coming to school for his/her first period class (including 
the Moderator’s Time) will secure a Late Slip from the 
Prefect of Discipline. A student who arrives in school 
after the first period or succeeding periods will not be 
admitted to school. 

4. Tardiness during Class Periods: A student is also 
considered late when he/she is outside his/her 
classroom at the start of the class period or during the 
final bell.  Any student who commits this offense will be 
given a jug (paperwork).
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5. Habitual Latecomer: A student is considered a habitual 
latecomer if he/she has been late for more than 5 times 
in an academic quarter. The following steps will be 
used in dealing with the latecomers:

1st up to 5th Offense  -  Jugs

6th and succeeding offenses - Post 

Section 5.  Uniform --- The Ateneo prescribes a school uniform.  
Class moderators and subject teachers ensure that the prescribed 
school uniform is worn properly.  The Grade/Year Level Coordinator 
(G/YLC) and the PD conduct regular inspections to monitor the 
wearing of the school uniform. (refer to page 178)
 
 1.  Description

a. The prescribed uniform for males consists of white 
tetoron polo with Ateneo seal on the left pocket, plain 
white undershirt (tucked in), prescribed khaki slacks, 
plain white pair of socks (no ankle socks or printed 
socks allowed) and black leather shoes.
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Ateneo

White Polo Shirt

KhaKi PantS

WaiStband
(not below 
FIRST hips)

Crotch
STANDARD

Ateneo School 
seal

Waistband 
(       
               )

SKIRT - Dark Navy Blue

Official boy’s uniform

b. The prescribed uniform for females consists of white 
tetoron blouse (without dart, and long enough to be 
tucked in) with Ateneo seal on the left pocket, navy blue 
Indian head/oxford skirt, plain white pair of socks and 
black leather shoes.   

Official girl’s uniform

NOTES:

•	 Waistband for ladies skirts should be on the waistline/first 
hip. 

•	 Skirt hemline is 3 inches from the kneecap down.
•	 Waistband for gent’s pants should  be on the first hip.
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2. Uniform Policies

a. Non-wearing of the prescribed uniform includes:
i. For Gentlemen

1. unprescribed khaki shade for pants
2. denim pants with khaki shade
3. untucked undershirt
4. printed undershirt (even Ateneo-related prints)
5. undershirt sleeves are longer than the polo 

uniform
6. non-leather black shoes
7. colored socks

ii. For Ladies
1. wearing of colored/printed brassiere
2. wearing of strapless brassiere
3. untucked blouse (includes: folding of blouse 

hemline)
4. colored socks
5. sinking socks
6. skirts length (knee cap)
7. open-toe shoes
8. heeled shoes 

b. The following alterations are not allowed:
i. For Gentlemen

1. slim fit pants
2. length of pants: hemline not higher than the 

heel level
3. hipster pants
4. hip-hop crotch 
5. mini sleeves for polo
6. folding of sleeves

ii. For Ladies
1. tapered blouses/ fitting (tucks)
2. mini sleeves for blouse
3. hipster skirt (esp. on the lower hips)
4. folding of sleeves

c. The official school I.D. is an important part of the 
school uniform; it should be worn properly at all 
times while the student is inside the campus.  Only 
students wearing the proper uniform and I.D. are 
allowed to enter the campus.

d. During P.E. day, a student should come to school in 
his/her prescribed P.E. attire.  P.E. uniform should 
not be altered.
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i. Students are required to wear the Official 
Ateneo P.E. T-shirt, Jogging Pants and I.D. 
every P.E. day. 

ii. Sports shoes and white socks are the required 
footwear - preferably running, cross training, 
volleyball, or basketball shoes.  

iii. Only sports shoes are allowed for P.E. classes.  
Casual shoes are not intended for sports. 

iv. Students are not allowed to wear the following:
a. Shirt: Colored/ printed/ tight-fit/ V-neck/ 

plunging neckline/ muscle 
b. Foot socks/colored/black socks

v. Students are not allowed to fold their jogging 
pants nor the sleeves of their official P.E. shirt.

vi. Students may remove their I.D. during actual 
P.E. activities.  But it should be worn again right 
after the scheduled P.E. class.

vii. Students may change their “wet” P.E. shirt due 
to sweat after their P.E. class, provided the 
t-shirt is plain and white. 

e.   For P.E. classes on CAT/Scouting days: Students 
are to wear the prescribed P.E. uniform of the 
day. They can only change their uniform for CAT/
Scouting after their P.E. class. 

f. A student who is not in prescribed uniform must 
have a letter of explanation from his/her parent 
or official guardian.  A student who fails to bring a 
letter of explanation will not be allowed to enter the 
campus.

3.  Violation of the Uniform Policy:  Repeated violation of the 
uniform policy is deemed willful defiance or persistent 
disobedience to authority. The following steps will be 
used in dealing with the violators:

1st up to 5th Offense  -  Posts

Section 6.  Dress Code --- To maintain a community with a sense of 
purpose and integrity, the school requires all students to wear attire 
that shows decency and modesty.  Students are expected to dress in 
a manner that is also supportive of a positive learning environment 
that is free from distractions and disruptions.
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Students wearing any of the items below are not allowed to enter the 
campus and participate in off-campus school activities.
 

a. Shirts, blouses, dresses, tops and T-shirts that expose 
either the front,  back or belly (e. g., halter tops, tank tops, 
strapless tops, spaghetti straps, low-cut, see-through, 
backless, tube tops, or bare-shouldered tops of any type)

b. Skirt or dress with length that is above the mid-thigh or with 
slit length (not) higher than three inches above the knee

c. Pants/Jeans that are tight-fitting, hip-hugger, low-rider style, 
pajama-style, excessively baggy, frayed, ragged, torn, with 
holes or dragging the ground (e.g. rivets, baggy pants, 
cargo/painter, loops or ankle zippers, dragging hems)

d. Head covering of any kind worn inside the classroom (e.g. 
hats, caps, bandanas, sun visors, etc.) Exceptions will be 
allowed for medical reasons and/or religious practices

e. Shorts of any kind or type

f. Clothes that reveal underwear/undergarments (esp., 
plunging, see-through, backless, etc.)

g. Clothes with derogatory, discriminating, negative, or 
obscene/profane messages or prints

h. Clothes printed with gang-related logo or graphics

i. Garments that advertise or promote violence, obscenity, 
smoking, drugs, alcohol, anti-racial or ethnic references, 
and the likes

j.  Open shoes and slippers of any kind

Section 7:  The following are also violations of the dress code:

Gentlemen:

1. sporting of mustache, beard, and goatee; 
2. body tattoos;
3. body piercing (such as earing, nose ring; tongue, etc.)
4. colored/polished fingernails;
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5. wearing of earring/s; 
6. colored/dyed hair;
7. colored contact lenses;
8. shaved or arched eyebrows;
9. wearing of make-up and of bling-blings.

Ladies:

1. body tattoos;
2. body piercing (such as nose ring; tongue, etc.); 
3. more than 1 pair of earrings;
4. dangling earrings;
5. colored/polished fingernails;
6. colored/dyed hair;
7. colored contact lenses;
8. anklets and bling-blings; and
9. wearing of make-up.

Section 8.  Haircut --- The following are the general guidelines on 
haircut:

a. Regular inspection is done every 1st, 2nd, 3rd and 4th 
Monday (by grade/year level) of the month.  One (1) post is 
given everyday to the student who has no proper haircut.   

b. The prescribed haircut for male students is 2 x 3 inches. 
(Please refer to page 179).

c. Students who fail to comply with the prescribed haircut will 
have their haircut in school and have to pay the school 
barber.    

d. Fancy hairstyles (e.g. Mohawk, highlights, spike, and the 
like) are not allowed. 

Section 9.  Going Out of the Campus – Students are not allowed to 
go out of the campus during class hours.  However, if parents need 
to take their child out of the campus, they must seek in advance the 
permission of any of the assistant principals. The approval of the 
administrator does not guarantee that the student is exempted from 
the class activity.  If the nurse/doctor recommends that the student 
should go home, the nurse/doctor should notify the Grade/Year Level 
Coordinator (G/YLC) and the parents/guardian and issue an out-of-
campus slip signed by the Asst. Principal for Administration.
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Section 10. Going to the Clinic – A Permit-to-Leave-the-Classroom 
(PLC) slip is required from a student who is not feeling well and 
needs to go to the clinic. Without the PLC, the student shall not be 
admitted in the clinic. The student who is discharged from the clinic 
should proceed immediately to his/her classroom, otherwise the 
student shall be considered as one missing class/es. No student, 
except when sick, is allowed to stay in the clinic during academic 
hours.

Section 11. Student Identification – The ID system is the most 
effective means of implementing security in the campus and is used 
in most official transactions.     

a. Students must wear the official school ID at all times while 
on campus and during official off campus activities.    

b. The school ID should be kept clean and presentable. Official 
ID with stickers or pictures of other persons and unofficial 
IDs worn on campus will be confiscated.  

c. Loss of ID:  

i. In case of loss of ID, the student  has  to report 
immediately to his/her respective G/YLC to secure a 
temporary ID.

ii. Requirements for a replacement ID should be complied 
within three (3) school days after the report of the loss 
otherwise a jug will be given for each day without having 
the ID.

iii. When securing a new ID, students will present an affidavit 
of loss, and a receipt of payment (non-refundable) in the 
Prefect of Discipline Office. The cost of the new I.D. is 
the following: 

1) Php 150.00 Replacement Fee
2) Php   50.00 ID Sling and Case

d. A student who has no I.D. in coming to school is not allowed 
to enter the campus (University Policy).

e. A student who refuses to properly wear his/her ID inside 
the campus and/or during off campus activities will be 
given a post. Repeated violation of this provision is deemed 
willful defiance or persistent disobedience to authority. The 
following steps will be used in dealing with the violators:

1st up to 5th Offense  Posts
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Section 12. On Student Activities –  All student activities, whether 
in or out of campus, should be sanctioned by the proper school 
authorities and duly coursed through the AP Admin office for 
observation of discipline and security. Those should be in compliance 
with academic requirements, club/organization, sports and school 
social functions (e.g, Fiesta, Prom, CSLP, etc.) during class days 
or on weekends. Activities in the campus during Saturdays are 
allowed if the students are accompanied by the supervising teachers 
otherwise, security guards are authorized to dismiss the students. 

Any students’ gathering shall be dismissed by the security guards 
if they deliberately miss on going activities such as celebration of 
the Holy Eucharist or general assemblies. Mass celebration is given 
highest priority; thus, everyone is enjoined to participate in it.

Section 13. Abusive Language, Profanity and other Forms of 
Vulgar or Obscene Gestures – Profanity is not acceptable in or off-
campus, even if it is used in casual conversation among peers.    A 
student who engages in profanity in a way that is deemed hostile or 
abusive will be subject to serious and increased consequences as 
provided in the handbook.  Use of fool language (e.g. f**k you, P. I., 
son of a…, etc.) that is commonly known to be profane will be treated 
as such under this policy.

Section 14:  Gang-Related Conduct and Activities – A “gang” is 
defined as any group whose purposes include the commission of 
immoral/ indecent, illegal or unlawful acts.  Students who engage 
in gang-related activities will be subject to disciplinary procedures 
which may include dismissal from school.

Section 15:  Littering – Maintaining a clean environment is central 
to learning.  Littering does not only contribute to the defacement of 
the campus but also adversely affect the educational process of the 
school.  All students are responsible in keeping the campus clean.  
Proper disposal and management of waste are highly commendable.  

Section 16.  CAT and Scouting Period – CAT and Boy/Girl scout 
students who do not report during this period shall be suspended.

Section 17. Club Period – Missing from club meetings or activities 
shall be considered as cutting class.

Section 18.  Campus Security  

a.  Parents or visitors shall be allowed to enter and stay inside 
the campus during school hours only for valid reasons and 
with prior authorization from the administration.  They shall 
be required to sign in the logbook of the security guard. 
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b. Students or visitors are allowed to stay inside the school 
building and its premises after the last class period only 
when there is prior authorization from the administration.  

c.  No students or visitors shall be allowed to stay inside the 
academic building and its premises after the last class 
except when there is prior approval from the administration.

Section 20. a. On Loitering during School/Activity Hours --- 
There shall be no loitering within the campus during 
academic or  school sanctioned activities (e.g., Mass, 
assemblies, community programs, etc.) A student is 
excused from attending these activities if he/she has 
an official permit slip.

 b.  On Loitering after Curfew --- Students are not to 
stay in the campus much more in the restricted  area 
during the curfew time. Any student who wishes to  
stay in campus after curfew must be  accompanied by 
a teacher or a person in authority or else the student 
will be considered loitering.      

 A student is expected to cooperate and obey the 
authority when he/she is asked to leave the school 
campus after curfew hours. Failure to comply with 
this rule will be considered as defiance to authority. 
Students who wait for their drivers/parents are to stay 
only at the areas near the high school gates.

Section 21. On Using Mobile Phones --- Students must be 
responsible in taking care of their cell phones. The school is not 
liable in case of losses. Furthermore, to reinforce the University 
President’s memorandum on Ringing Mobile Phones, the use of 
mobile phones during classes and other school-sanctioned activities 
is strictly prohibited. Any student caught using his/her mobile phone 
or whose mobile phone rings during classes and other school-
sanctioned activities will have his/her phone confiscated and stored 
at the PD Office.

The student can claim the phone only after paying the fine of fifty 
pesos (Php 50.00) at the Cashier’s Office and accomplishing the 
Behavior Log Form.    

First Offense Post and Item will be kept for not less than one 
week and not more than one month and a fine 
of Php 50.00. 
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Second Offense 2 Posts and Item will be kept for not less than 
two weeks but not more than two months and a 
fine of Php 50.00.

Third Offense 3 Posts and Item will be kept until the end of the 
school year and a fine of Php 50.00.

Section 22. Bringing of Electronic Gadgets, Valuables, Playing 
Cards, Sporting Equipment, and Musical Instruments --- A 
student is prohibited from bringing electronic gadgets such as i-pod, 
walkman / disc man, still / video camera, digital camera, tape recorder, 
video games, playing cards, game balls, guitars, and valuable items, 
such as, jewelry, and the like.  The school is not liable for the loss of 
such valuables.  These items will be confiscated and endorsed in the 
PD office if brought inside the campus.

First Offense Post and the Item/s will be kept for not less than 
one week and not more than one month. 

Second Offense 2 Posts and the Item/s will be kept for not less 
than two weeks but not more than two months.

Third Offense 3 Posts and the Item/s will be kept until the end 
of the school year.

Section 23. Conduct in the Cafeteria  –  The cafeteria is a place 
where students can enjoy their meals, take a rest and interact with 
others.  In the cafeteria, students are expected to demonstrate social 
graces, good manners and proper etiquette such as:

a. observing appropriate table manners;
b. cleaning up by disposing trash in garbage bins/receptacles 

and leaving the table clean for the next user/s;
c. being considerate to allow others the use of tables and 

chairs;
d. being respectful of others’ belongings;
e. being courteous towards canteen personnel and other 

students;
f. refraining from talking loudly and generating distracting 

actions (e.g., food fights, name callings, etc.); and
g. returning lost and found items.

Diligent effort on the part of all students will provide a more orderly 
and congenial dining atmosphere in the school cafeteria that allows 
a venue for learning and healthful interaction.
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Section 24.  Restricted Areas  –  The following areas are off limits to 
high school students, except for official activities:

a. audio-visual rooms and corridors along these rooms;
b. classrooms other than the student’s assigned classroom; 
c. faculty workrooms;
d. floor levels other than the student’s assigned floor level.
e. Grade School grounds;
f. laboratories and computer rooms;
g. main offices;
h. sports center – 3rd and 4th floors; and
i. clinic

ARTICLE III.  POLICIES, RULES, AND REGULATIONS

Section 1. Policy  ---  Policies are a set of guidelines, rules and 
formative values that guide students on how to conduct themselves 
and deal with others.  Students must follow the policies in order 
to create an environment that is conducive for learning.  Students 
develop their character and potentials and maximize the learning 
process by following the policies.  

These policies deal with 

(1) matters which impinge on academic achievement and 
standards and the personal integrity of the students;

(2) the obligation to protect the school’s property and the 
property of the members of the community;

(3) a special interest in the mental and physical health and 
safety of the members of its community;

(4) preserving peace to ensure orderly procedures and for 
maintaining student morals;

(5) responsibility for character development for maintaining 
standards of decency and good taste and for providing a 
moral climate in the campus;

(6) a commitment to enforce contractual obligations; and
(7) the protection of the public image as an educational 

institution.

Penalties are imposed for violations of the rules and regulations. 
These are not to punish but to:

1. teach the ideals of justice to;
2. correct and strengthen the character of;
3. guide and direct learning of;
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4. deter from violating the rules; 
5. safeguard the well-being of; 
6. promote a peaceful and orderly school environment for; and
7. integrate the value of citizenship to the students.

Ateneo de Davao High School shall maintain and impose discipline 
inside the school campus, within the immediate surroundings of the 
school premises, and outside the school campus especially when 
students are engaged in activities sanctioned/authoritized by the  
school.

It exercises disciplinary authority over students outside the campus, 
beyond school hours, and school year when:

1. school policies are violated; and
2. the misconduct involves or affects a student’s status, or the 

good name and/or reputation of the school. 

Section 2.  Disciplinary Procedures   ---  The offenses/violations 
listed in the Student Discipline Code are categorized according to the 
degrees of penalty: jug, post, suspension, or dismissal. The purpose 
is to aid the teacher/person in authority in giving the appropriate 
penalty for each offense. The offense alleged in any complaint must 
have been committed within the school premise or in any place 
considered as an extension of the school such as recollection and 
retreat houses as long as the offense involves or affects the student’s 
status or the good name and reputation of the school.  

An offense committed outside the school and brought to the attention 
of the school authority shall not be investigated unless a written 
complaint is filed by a concerned citizen/person or a complainant to 
the Prefect of Discipline office.

For minor cases, those that merit jug or post or committed in the 
presence of a teacher, no hearing is required since the surplus of 
such cases would overwhelm the school authorities and overtax the 
resources of the school. 

The following procedures serve as guide in the preliminary inquiry:

1.  A student filing a complaint against another student.  
 The student will accomplish a written account of the incident 

signed by him/her and parent/guardian. He/she then 
submits the complaint to his/her Class Moderator (CM). 
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The complaint letter shall contain the following: 

a) name of the complainant;
b) name/s of the student/s who appear to be responsible 

for the offense (respondents);
c) the offense as stated in the Student Discipline Code 

(SDC);
d) the approximate date and time of the commission of 

the offense;
e) the place where the offense was committed;
f) narrative of the incident; and
g)  supporting evidence.

  
2. The respondent is given a copy of the complaint and is 

required to file a written response within seventy two (72) 
hours from receipt thereof.

3.  A fair hearing is made to give both parties the opportunity 
to explain their version of the controversy and to present 
supporting evidence on which a fair decision can be based. 
The student who is on disciplinary board hearing can only 
bring with him/her parents or his/her chosen teacher, in 
case the parents are absent, to be his/her representative or 
advocate at the hearing.

    
Section 4. Classification of Offenses/Violations – This section 
enumerates offenses or violations and their corresponding sanctions.

1. Jug:  A jug is given for the following offenses:
a)  coming to school late; 
b)  being late in coming to class or school activities (e.g., 

break between  academic periods, after recess, after 
lunch break, assemblies, mass, programs, etc);

c)  failure to present a late slip upon entering the class; 
d)  going out of the classroom during class hours without 

the permission of the teacher;
e)  display of distracting or disguise behavior inside or 

outside the classroom (e.g. talking in class, shouting 
in the corridors, drumming on tables and chairs, asking 
for papers/ school materials during quizzes, etc.);

f) misbehaving inside the library or offices;
g)  failure to submit duly accomplished return slip on any 

official correspondence; 
h)  non-bringing of the school handbook during class and 

activity days;
i)  eating inside the classroom during class hour; and
j)   any similar  minor offense deserving a jug.
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2. Post: A post is given for the following offenses:
a)  accumulating five jugs;
b)  failure to submit duly accomplished return slip on 

any official correspondence for the sixth and every 
succeeding offense; 

c)  incurring the sixth and succeeding unexcused 
tardiness;

d) violating the provisions on school uniform;
e)  non-wearing of I.D. inside the campus (1st up to 5th 

offense);
f)  not following the dress code;
g)  failure to follow the haircut rule for each day from the 

day of inspection;
h)  not cleaning the classroom during the student’s 

assigned cleaning day;
i)  bringing of any game paraphernalia that may cause 

injury, (e.g. skateboard, shoes with rollers etc.);
j)  bringing of unnecessary valuable items, game cards, 

any electronic gadget, sports equipment;
k)  using/ ringing of mobile phone during class hours;
l)  loitering in the campus during class hours;
m)  displaying of distracting behavior inside and outside 

the classroom for repeated offenses;
n)  non bringing of books, notebooks, and other school 

materials needed in  classroom; 
o)  borrowing books, notebooks, and other school 

materials during instruction time;
p) leaving books, notebooks, and other school materials 

in the classroom after school hours;
q)  littering;
r)  cursing, uttering obscene language and making 

obscene signs;
s)  posting of unauthorized announcement;
t)  unauthorized removal of official announcement;
u)  staying beyond curfew time without permission from 

the administration;
v)  going to restricted areas without any official activities;
w)  using the elevator without official permission from the 

Prefect of Discipline; and
x)  any similar misconduct deserving a post.

3. Suspension: A suspension is a major sanction given for 
any of the offenses stated below. The school reserves the 
right to place the student under preventive suspension if 
his/her presence in the campus poses a threat to other 
students and the school community.
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a)  accumulating five posts;
b)  showing defiance to and willful refusal to follow a 

directive/order from a person in authority;
c)  disrespect to teachers, school staff, and administrators;
d)  forging letters and/or falsifying documents;
e)  deliberately giving false information; 
f)   taking and/or using properties of others without 

permission;
g)  destroying the reputation of another person in any form 

(e.g., SMS, internet/web, etc.);
h) repeatedly using language that is inappropriate, 

disgusting, obscene, or repulsive in acceptable 
standard of morality;

i)  verbally assaulting/aggressively confronting fellow 
student or any person in the campus;

j)  engaging in any form of fighting which does not result 
to physical harm/injury and/or willfully using force or 
violence upon another person;

k)  causing, attempting to cause, or threatening to cause 
physical injury on another person;

l)  engaging in scandalous public display of affection;
m)  locking oneself with another person in a room for no 

valid reason;
n)  possessing or using of tobacco in any form inside or 

outside the campus;
o)  possessing, distributing, using or being under the 

influence of any alcoholic product while on school 
grounds or at school sponsored activities;

p)  cutting or missing classes;
q)  threatening or harassing a student who is either a 

complainant or a witness in a school disciplinary 
proceeding; 

r)  opening pornographic websites or bringing/circulating 
pornographic materials;

s)  allowing others to use his/her school I.D. and/or using 
the school I.D. of others;

t)  allowing outsiders to get inside the campus without 
informing the proper authorities;

u)  failing to report for community service and/or failing to 
comply with the sanction for jug or post;

v)  willfully initiating or participating in an unauthorized 
assembly; 

w)  willfully refusing to cooperate with the school authorities 
at any time during a search of the student’s person, 
locker, or property (including a vehicle);
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x)  leaving the school campus without proper permission;
y)  violating the provision on suspension (e.g. by making  

oneself visible in the school campus or school activity, 
etc.);

z)  committing other similar misconduct deserving a 
suspension.

4. Dismissal: A dismissal is the heaviest penalty given for any 
of the following offenses.  A student who will be dismissed 
from Ateneo High School will never be re-admitted to school.  
Dismissal is recommended by the Disciplinary Board and 
by the Principal, and duly approved by the President.

a) accumulating three suspensions;
b) stealing inside or outside the campus (e.g. shoplifting)
c)  bringing, using, possessing, being under the influence 

of, selling, giving, distributing or passing to another 
individual or possessing with intent to sell, give or 
distribute marijuana, controlled or regulated substances 
or imitation controlled substances, inhalants and other 
prohibited drugs;

d)  attempting or engaging in hazing or initiation rites;
e)  organizing or joining fraternities, sororities and gangs;
f)  participating or doing an act of extortion;
g)  performing a pattern of harassment and abuse such as 

oral or written threats, bullying, and false rumors;
h)  possessing or using explosives and/or pyrotechnics in 

campus;
i)  destroying school property and property of others;
j)  engaging in sex offenses (e.g. sexual activities, 

assault, battery, harassment, etc.) or obscenity (e.g. 
indecent exposure, sex paraphernalia, etc.);

k)  vandalizing school properties and properties of others;
l) initiating or involvement in a strike, walkout and other 

mass activity which will cause disruption of school 
function, classes and other activities;

m) engaging in pre-marital sex and any other form of 
immorality in or out of the campus

n)  having an abortion, getting pregnant or impregnating 
someone (both parties will be dismissed);

o)  joining or participating in outside activities which will 
smear the school’s reputation and put the name of the 
school in a bad light;
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p)  engaging in any form of fighting which results to  
physical harm/injury on any member of the school 
community in or outside the campus;

q)  causing physical injury on another person in or outside 
the campus;

r)  asking, hiring, or ordering someone to cause injury to 
another person;

s)  engaging in riots, rumbles, or gang wars inside or 
outside the campus;

t)  bringing of any deadly weapon inside the campus and 
within the school premises; 

u)  committing other similar misconduct deserving a 
dismissal;

v)  attempting to gain access to ADDU server, other 
computer systems, another person’s account, or 
another person’s file (hacking);

w)  making deliberate attempts to disrupt the computer 
system or destroy data by spreading computer viruses 
or by other means; and

x)  using the computer system to engage in other illegal 
acts (e.g. arranging a drug sales or purchase alcohol, 
engaging in criminal gang activity, threatening the 
safety of a persons, etc.)

Section 5.  Other Forms of Disciplinary Penalties  ---  Penalties 
are imposed for violations of the rules and regulations of the school. 
The school reserves the right to determine the sanction for any 
misbehavior committed by the student.  Parents/guardians concerned 
shall be notified accordingly.  No sanction shall be imposed upon any 
student except for a cause and only after due investigation.

The sequence of disciplinary consequences follows the “progressive 
discipline” model and begins with minimal actions and ends with 
the maximum action.  Disciplinary consequences are based on 
circumstances unique to each individual incident of inappropriate 
behavior and will be dependent on such factors as: 

•	 the severity of the incident itself; its impact on others or on 
the school

•	 the student’s attitude which includes the student’s sense of 
ownership of the behavior (accepts responsibility or shifts 
blame) and willingness to change 

•	 the student’s discipline record
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The school may impose any of the following disciplinary penalties: 

1.	 Time Out.  A student, for a cause, may be separated temporarily 
from the class to make him/her realize his/her distracting 
behavior.  The student is sent out of the class for the remainder 
of the period, asked to complete a Behavior Log, and has to 
meet with the concerned teacher later in the same day or in the 
morning of the next day.

2.	 Apology.  A required formal apology, given either verbally or in 
writing (as designated by the sanction), either private or public, 
to an individual or to the school.   

3.	 Community Service.  The student is assigned a specific work 
project or services program as outlined in a service contract to 
help him/her realize the negative implications and consequences 
of his/her behavior.  A student may be assigned to perform 
service to enhance his/her sense of responsibility. Duties may 
include assisting maintenance  personnel in cleaning the school 
campus. Community service may be served during school days 
or on Saturdays as determined by the PD.

4.	 Formative Custody.  This is an alternative sanction for serious 
infraction of the rules.  A student is asked to report to the PD 
during class hours. He/She is not entitled to the privileges of a 
regular student while under formative custody. The Disciplinary 
Board recommends the sanction and the number of days of the 
formative custody which may not exceed ten (10) school days.

1.1 The PD notifies the parents of the sanction.
1.2 Student involvement in extracurricular activities shall 

not postpone formative custody.  
1.3 The student  stays at a place designated by the 

Prefect.
1.4 The student brings instructional reading materials for 

independent study.
1.5 The Office of the Asst. Principal for Formation 

provides intervention program during the period of 
formative custody.

5.	 Monetary Fine. In the event of damage or destruction of 
property, or theft, a student may be required to make a full and 
complete reimbursement to the school or to anyone with whom 
the damage, destruction or theft was done.  Failure to make 
arrangements to pay may prohibit the student from enrolling for 
the next school year or from receiving transcripts or diplomas.  
Teachers and/or other school personnel on their own cannot 
impose fine even if applied only to members of his/her class or 
particular group in the school community. They must first seek 
the permission of the authority of the school administration in 
order to make valid and/or legal the policy of imposing a fine as 
sanction for minor infractions.
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The school authorities may impose fines against parents for 
violation of school rules since parents are members of the school 
community, considering that school rules and regulations extend 
as well to parents who are under a social and moral obligation to 
individually to assist and cooperate with the school.

6.  Preventive Suspension. A student under investigation of a 
case involving the penalty of expulsion may be preventively 
suspended from entering the school premises if the evidence of 
guilt is strong and the school head is morally convinced that the 
continued stay of the student during the period of investigation 
constitutes a distraction to the normal operation of the school or 
poses a risk or danger to the life or persons and property in the 
school.

7.  Exclusion from Graduation Ceremonies. Students sometimes 
commit disciplinary offenses fairly close to graduation. When 
the school wants to send a message of disapproval, without 
interfering with the student’s post-graduation plans, it can 
exclude the student from graduation ceremonies. (The student 
still graduates, but either picks up his/her diploma at the school 
office or receives it in the mail.)

8. Expulsion. An extreme penalty on an erring student consisting 
of his exclusion from admission to any public or private school 
in the Philippines and which requires the prior approval of the 
Secretary. The penalty may be imposed for acts or offenses 
constituting gross misconduct, dishonesty, hazing, carrying 
deadly weapons, immorality, selling and/or possession of 
prohibited drugs such as marijuana, drug dependency, 
drunkenness, hooliganism, vandalism, and other serious school 
offenses such as assaulting a student or school personnel, 
instigating or leading illegal strikes or similar concerted activities 
resulting in the stoppage of classes, preventing or threatening 
any student or school personnel from entering the school 
premises or attending classes or discharging their duties, 
forging or tampering with school records or school forms, and 
securing or using forged school records, forms and documents;

9.  and other forms of penalties that the Principal may impose.

Section 6.  Disciplinary Probation  ---  A student who incurs one 
suspension is placed on Disciplinary Probation Status (DPS). A 
student who accumulates two (2) suspensions is placed on Strict 
Disciplinary Probation Status (SDPS) after a thorough deliberation. 
The disciplinary board may recommend his/her dismissal if he/she is 
suspended for the third time. 
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A student who does not incur any suspension within his/
her probationary year will not be under disciplinary probation the 
following academic year.

Section 7.  Rights of a Student  ---  A student is entitled to the 
following rights:  

a. Right to be Heard
 A student who feels unjustly treated by any member of the 

school community reports in writing his/her concern to his/
her class moderator or to the G/YLC.

b.  Other Rights
1) to be informed of the nature and cause of the accusation 

against him;
2) to be present and defend in person at required 

proceedings. The respondent may, however, waive 
his/her presence at the Disciplinary Board (DB) 
deliberation. The absence, of which he/she has a 
notice, shall be considered a waiver of his/her right to 
be present thereat; 

3) to testify as a witness in his/her own behalf but subject 
to cross-examination on matters covered by direct 
examination. His/Her silence shall not in any manner 
prejudice him/her;

4) to confront and cross-examine the witnesses against 
him/her at the DB deliberation; 

5) to have speedy and impartial deliberation; and
6) to appeal in all cases allowed and in the manner 

prescribed in the Student-Parent Handbook.

Section 8.  Disciplinary Board --- It is a body that sits en banc, 
administrative in nature, to deliberate on unresolved cases submitted 
to it by the PD upon the approval of the Principal. It recommends 
the appropriate sanction/s to the Principal. The Disciplinary Board is 
composed of three (3) persons appointed by the Principal.

Section 9. Disciplinary Committee  ---  The Disciplinary Committee 
is created by the Principal and headed by the Asst. Principal for 
Administration as Chairperson.  The members are the Prefect of 
Discipline, one Grade/Year Level Coordinator, one Class Moderator, 
one student representative, one parent representative and one 
senior faculty member appointed by the Principal.
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The committee has the following functions:

1. formulates policies on discipline;
2. reviews rules and regulations on discipline;
3. recommends changes on policies to the Principal;  and
4. revises the Parent/Student Handbook when needed.

ACADEMIC INTEGRITY

The Ateneo de Davao High School (ADDHS) takes serious 
responsibility for maintaining academic integrity so as to protect 
the quality of education and culture on our campus and to protect 
those who count on our integrity.  Fair assessment of student work 
is a critical factor in creating an optimal learning environment.  It is 
the responsibility of every ADDHS student to refrain from infractions 
on academic integrity, from conduct that may lead to suspicion of 
committing such infractions, and from conduct that aids others in 
such infractions.  It is the responsibility of the ADDHS faculty and staff 
to establish and maintain an environment that supports academic 
integrity.  An essential part of this faculty and staff responsibility is the 
enforcement of policies and standards of academic integrity.  

A.  Definition of Cheating

Cheating means seeking to obtain an unfair advantage in an 
examination or in other written or practical work required to be 
submitted or completed by a student for assessment.  Assisting to 
cheat means to aid or help student(s) in an examination or other 
written or practical work.  When the work submitted for assessment 
by two or more persons is the same or substantially the same, this 
work  submitted is a prima facie evidence of cheating by those 
persons.
Cheating is also defined as any illegitimate behavior designed to 
deceive those setting, administering, and marking the assessment.  
Cheating is obtaining or attempting to obtain, or aiding another 
to obtain credit for work, or any improvement of evaluation of 
performance, by any dishonest or deceptive means.   
 
B.  Types of Cheating

The following examples of cheating listed here are intended to be 
representative, but not inclusive.
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Seeking Unfair Advantage for Oneself

1.  Examination/Tests
a. Acting dishonestly in any way including fabrication of 

data, whether before, during, or after an examination 
or other assessment so as to either obtain or offer 
to others an unfair advantage in that examination or 
assessment;

b. Changing an answer on a graded test and claiming 
the student’s response to the question was incorrectly 
marked wrong;

c. Copying from another student’s test paper;
d. Looking at another student’s test during an exam;
e. Possessing crib notes at the location and during the 

time of the exam;
f. Using crib notes, handouts, textbooks, or the like 

during an exam when prohibited;
g. Using a code system, such as tapping of hand signals, 

to communicate answers on an exam to others;
h. Feigning illness or telling falsehoods to avoid taking an 

exam at the scheduled time;
i. Knowingly reviewing an unauthorized copy of an exam 

or leakage;
j. Utilizing a calculator and/or other learning aids not 

expressly allowed by the teacher;
k. Storing, receiving, other electronic device that can 

be used during an exam period without teacher 
authorization;

l. Obtaining assistance in answering questions on a 
take-home exam, when such action is specifically 
prohibited;

m. Selling or buying crib notes or answer keys;
n. Stealing, obtaining, or arranging for the theft of an 

exam;
o. Claiming falsely that one took an examination at the 

scheduled time;
p. Attempting to bias a teacher’s grading after an exam;
q. Using bribery or threats to obtain an undeserved grade;
r. Having someone else take an exam in one’s place; and
s. Other similar activities.
 

2. Papers/Reports
a. Plagiarism is intentionally or knowingly presenting 

the work of another as one’s own. Plagiarism occurs 
whenever: 
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i. One quotes another’s actual words or writings 
without due acknowledgement. This includes all 
information from any source, including the Internet;

ii. One uses another’s ideas, opinions, work, data, 
theories, though paraphrased, without due 
acknowledgement; 

iii. One uses data, statistics or other illustrative 
materials without due acknowledgement; 

iv. One fails to acknowledge with a citation any close 
or extended paraphrasing from another; 

v. One fails to use quotation marks when quoting 
directly the work of another;

b.  Stealing another student’s report and submitting it as 
one’s work;

c. Submitting a report purchased from a commercial 
service selling research/term papers;

d. Copying the work of other students in whole or in part 
and submitting it as one’s own work;

e. Submitting the same term paper to two or more 
different teachers for credit in their subjects, without 
their prior permission;

f. Pretending to have submitted a paper to a teacher;
g. Lying about the reason for not submitting a report on 

time;
h. Claiming an assigned share of a term paper, toward 

which insufficient or no contribution was made;
i. Hiring a ghost writer to compose a paper for oneself; 

and
j. Other similar activities.

3. Laboratory/Homework
a. Depending upon others to complete laboratory 

assignments or homework when instructions call for 
independent work;

b. Inventing, falsifying, or altering data for a research 
survey or laboratory experiment;

c. Sabotaging someone else’s laboratory work or other 
exercise;

d. Turning in a laboratory report for an experiment or 
exercise not done by oneself; and

e. Other similar activities.

Giving Unfair Advantage to Others

1. Examinations/Tests
a. Allowing another student to copy from one’s test paper;
b. Giving one’s returned exam to another student 

preparing to take a makeup or special test;
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c. Helping others answer questions on take-home exams, 
when such assistance is specifically prohibited;

d. Sharing test questions with students in another section;
e. Transmitting electronically to another student 

information stored in or sent via a calculator, cellular 
phone, computer, or other electronic device during an 
examination period without teacher authorization;

f. Using a code system, such as tapping or hand signals, 
to communicate to others the answers on an exam;

g. Taking an exam in place of someone else; and
h. Other similar activities.

2. Papers/Reports
a. Permitting another student to copy one’s work;
b. Providing a substantial research assistance to another 

student for writing a report;
c. Writing a paper for another student; and
d. Other similar activities.

3. Laboratory/Homework
a. Allowing the copying of the write-up of one’s laboratory 

work or the homework of  others;
b. Assisting others on laboratory assignments or 

homework, when the instructions called for independent 
work; and

c. Other similar activities.

C.  Procedures in Handling Cheating

A teacher who has reasonable grounds, such as confiscating a prima 
facie evidence, to believe that a student has cheated or assisted 
another student to cheat must deal with the matter right away.  S/
He must consider whether the cheating is done during a major or 
minor assessment.  The teacher can say that cheating falls under a 
major assessment if the act is committed during a long test, chapter 
test and periodical examination and on requirement/project given a 
big weight.  Otherwise, cheating falls under minor assessment, in 
which case, the act happens during a quiz, an assignment, and other 
similar forms of minor assessment.  

The procedures for dealing with cheating in a minor assessment 
are different from the procedures of handling cheating in a major 
assessment.   
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Procedures in Handling Cheating During a Minor Assessment

1.  The teacher who has reasonable grounds, such as 
gathering/confiscating a prima facie evidence, to believe 
that a student has cheated or assisted another student to 
cheat must deal with the matter right away.  

2.  (a) The student is given zero in the assessment, one  (1)  
 post, and a verbal warning for the first offense. 
(b)  In the second offense, the student is given zero in the 

assessment, two (2) posts, and a letter of warning to 
the parents/guardians informing them of the offense 
and the consequence thereof if the student cheats 
again.  

(c)  The student found cheating for the third time gets zero 
and three (3) posts, at this time the case is submitted to 
the Grade/Year Level Coordinator (G/YLC) for further 
investigation.  The third and the succeeding offenses 
will be treated like cheating that happens during a 
major assessment.  The student who cheats for the 
third time will be suspended for accumulating six (6) 
posts.

3.  The teacher who catches the student cheating shall write 
in the beadle’s board the offense committed.  H/She shall 
accomplish the anecdotal report to be submitted to the G/
YLC and the moderator who will keep this file for future 
reference.

4.  Since it may happen that the teacher who catches the 
student cheating is not the class moderator, the former shall 
indicate cheating in the beadle’s board. If the moderator, 
after reviewing his/her file, learns that the offense is a 
second or third offense, shall write two (2) or three (3) 
posts depending on the number of times the offense was 
repeated.  

5.  The moderator, not the subject teacher, sends the letter of 
warning to the parents/guardians if the offense is committed 
for the second time. 

6.  The moderator, upon learning that his/her student is found 
cheating for the third time, submits a report, with the 
anecdotal reports from the teacher(s) as attachments, to 
the G/YLC for further investigation.

7.  The G/YLC may give the student two (2) suspensions to be 
approved by the Prefect of Student  Discipline (PD) and a 
failing grade in the subject in one quarter to be approved 
by the Asst. Principal for Academic Affairs (APAA), as 
the highest penalty for habitual cheating despite several 
warnings.  The G/YLC submits a report to the PD and to 
the APAA regarding her/his decision within two (2) working/
school days.
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8.  The PD and the APAA, having considered the aggravating 
circumstances, may uphold or reject the recommendation 
of the G/YLC.  The APAA shall notify the student in writing 
of the decision, giving the reason(s) for it within two (2) 
working/school days after the decision is made. 

Procedures in Handling Cheating During a Major Assessment

1.  If there is a prima facie evidence: The teacher must gather 
all necessary evidence that proves cheating.  He/She can 
say that there is a prima facie evidence when he/she sees 
or discovers any of these acts to have been committed:

a.)   Copying from another student’s test paper after 
warning;

b.)   Looking at another student’s test paper during an 
exam;

c.)   Possessing crib notes at the location and during the 
time of the exam;

d.)   Using crib notes, handouts, textbooks, or the like when 
prohibited during an exam;

e.)   Utilizing a calculator and/or other learning aids not 
expressly allowed by the teacher;

f.)   Allowing another student to copy from one’s test paper
g.)   Other similar activities.

a.  The teacher confiscates the paper and gathers other 
evidence immediately and tells the student to remain quiet 
inside the room while the exam is going on.  

b.  The teacher submits a report explaining the offense, 
including the photocopies of the evidence, to the G/YLC 
within two (2) working/school days.

c.  The G/YLC, upon receiving the report, reviews and 
assesses the case. S/he has the option to either decide 
on the matter right away or convene the Committee on 
Academic Integrity (CACI).  If s/he decides that there is no 
need to convene the CACI, s/he submits the report together 
with her/his recommendation(s) to the PD.

d.  If the G/YLC, after careful review and assessment of the 
report, finds the need to convene the CACI, s/he has to 
convene the committee within two (2) working/school days 
after receiving the report.  

e.  The CACI is tasked to deliberate cases involving cheating.  
This committee is composed of the concerned G/YLC, 
SAC, Guidance Counselor, and the teacher chosen by 
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the year level.  The committee has the power to call for 
witnesses.  The CACI should render its decision within two 
(2) working/school days from the day the case is referred 
to them.  The student shall be informed of the date, time 
and place of the deliberation not less than two (2) working/
school days in advance.  He/She may choose to appear 
before the CACI, but the CACI may also hear a case, by 
mutual agreement, in the absence of the student.  The 
student may be accompanied by a teacher representative.  
Proxies for student shall not be allowed.  The CACI shall 
record its deliberations and decisions.  The decision of the 
committee is only recommendatory.

7.  The G/YLC submits a report to the PD regarding the 
decision of the committee within two (2) working/school 
days after the decision is made.

8.  The PD, having considered the evidence, may uphold or 
reverse the recommendation of the committee. 

 The PD shall notify the student in writing of the former’s 
decision, giving the reason(s) for it.  In case the PD reverses 
the decision of the committee, the PD should explain in 
writing the reason(s) for reversing the committee’s decision 
and submits the letter to the G/YLC.

9.  The PD will communicate the decision to the parents/
guardians in writing within two (2) working/school days after 
the PD received the recommendation of the committee.

10.  If there is no prima facie evidence:  There are other 
forms of cheating where the teacher cannot establish the 
prima facie evidence.  In this case the teacher is required 
to conduct a preliminary investigation to find out whether 
cheating really happened.  He/She has the right to call 
students for questioning even during class hours as long 
as the G/YLC permits it.  If s/he finds reasonable ground(s) 
to believe that a student has cheated or assisted another 
student to cheat, steps (1b) and the rest under procedures 
for “If there is a prima facie evidence” are followed.

D.  Intervention

After any offense, the student will be referred to his/her respective 
Grade/Year Level Guidance Facilitator for proper intervention

E.  Penalties
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Cheating During a Minor Assessment
1.  First Offense One (1) Post and a  Zero
  in the Assessment   
2.  Second Offense Two (2) Posts and a Zero
  in the Assessment
3.  Third and Succeeding 
 Offenses Suspension and a Failing  

 Grade of 70 in the Subject  
 for One Quarter 

Cheating During a Major Assessment
1.  For long test, chapter test, requirement and/or project given 

a big weight in the grade
1)  First Offense One (1) 
  Suspension
  and a Zero in
  the Assessment 
2)  Second and Succeeding Offenses Failing Grade of 

 70 in the Subject
  for One Quarter
  and  Possible  

 Dismissal
2.  For periodical examination   

1)  First Offense Two (2) 
        Suspensions   

 and a Failing  
 Grade of 

  70 in the   
 Subject for One  
 Quarter

2)  Second Offense Failing Grade  
 of 70  in the

  Subject for One
  Quarter  and
  Dismissal  

F. Right to Appeal

The student shall have the right of appeal against the decision of 
the PD.  The student must submit a letter to the APAA, describing 
the ground(s) of his/her appeal with reference to any appropriate 
evidence(s).

The appeal which must be received within two (2) working/school 
days after the student receives the decision, shall be heard by the 
APAA.  After the review of the case and consultation with the PD, the 
APAA has the authority to confirm, to set aside, or to vary the penalty 
imposed by the PD.  There shall be no internal right of appeal against 
the decision of the APAA unless the penalty leads to dismissal of the 
student.  
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The APAA shall notify the student in writing of her/his decision, giving 
the reason(s) for it.  There are no other University appeal procedures 
beyond this stage unless the penalty is dismissal of the student.

G. Penalty

Faculty members act as fact-finders and determine penalties.  In 
the role of fact-finder, the instructor has broad powers to determine 
whether an infraction has occurred (which may be done by collecting 
relevant evidence, questioning other students, etc.)  The faculty 
member should be certain that the student has committed an 
infraction before determining the penalty.  This decision may be 
based not only on the facts revealed by the investigation, but other 
factors that are relevant in the best judgment of the faculty member.

In judging whether an academic infraction has occurred, the 
existence of specific knowledge and intent to cheat, plagiarize, etc., 
is not necessarily a factor; for example, quoting work without citation 
is inappropriate whether or not one intended to plagiarize, or even 
knows what “plagiarism” is.  Furthermore, sometimes an infraction 
may be the result of carelessness or neglect, rather than specific 
intent.

A lack of knowledge or intent shall be a factor in determining 
whether an infraction should be penalized, or what sort of penalty is 
appropriate. In cases where a violation of the rules has been brought 
about by circumstances that a student did not know about, and could 
not have been reasonably expected to know, no penalty shall be 
assessed against that student. 

In determining an appropriate penalty, the instructor shall also take 
into consideration aggravating circumstances, such as whether the 
student’s conduct was designed not only to advance his or her own 
grade, but to hinder the academic performance of others.

The penalty for cheating may be a failing grade in the subject or 
suspension from attending classes.  However, if a student appeals 
the charge of cheating, she/he shall be permitted to remain in the 
class through the appeal process.  

The Year Level Coordinator shall determine if any disciplinary 
action is required in addition to the assignment of a failing grade.  
Possible disciplinary actions include, but are not limited to: required 
special counseling, special paper or research appointments, loss of 
student teaching or research appointments, loss of membership in 
organizations, suspension or dismissal from individual programs or 
from the school, or dismissal from school.  The most severe of these 
possible actions shall be reserved for a grievous cheating offense or 
a repeated offense by an individual.
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The variety of academic settings encountered in the school precludes 
establishing uniform penalties for all infractions of academic integrity.  
The faculty member makes this judgment in the light of the nature of 
the class, the kind of tasks assigned to other students, the student’s 
behavior in his/her class, prior warnings to the student, etc.  Students 
have the right to an appeal of findings and/or penalties for infractions 
of academic integrity. 

The instructor may impose one or more of the following penalties for 
an infraction of academic integrity:

1.  a written notice of warning with a copy to the student’s file 
in the Office of the Prefect;

2.  a reduced grade on the assignment;
3. a failing grade (zero if graded numerically) for the 

assignment;
4.  a reduced grade for the subject;
5.  a failing grade for the subject;
6.  a denial of certificate of good moral; or
7.  any other penalty negotiated and agreed to, in writing, by 

both parties (not subject to appeal)

ARTICLE IV

GENERAL POLICIES

Section 1.  Lost and Found  ---  The PD Office keeps the lost 
and found items.  Anyone who finds a lost or misplaced item 
should immediately endorse it to the PD.  A student looking for lost 
possessions should check with the PD.  Lost and found articles not 
claimed by the end of the school year will be donated to charitable 
institutions. 

Section 2.  On Search and Seizure  ---  School administrators may 
search a student and/or student’s personal effects such as purses, 
wallets, bags, and lunch boxes when there are reasonable grounds 
for suspecting that the search will produce evidence that the student 
has violated a policy or rule. A search warrant is not required.  The 
search shall be conducted in a manner which is reasonably related 
to its objectives and not excessively intrusive in light of the age and 
sex of the student and the nature of the suspected violation.  School 
officials maintain the right to seize items in a student’s possession if 
ownership is questionable.  

stop
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Section 3.  Student Social Involvement --- The school respects the 
student’s rights to exercise freedom of choice in social involvement. 
However, the student should take responsibility for such involvement. 
Under no circumstances should the school assume responsibility for 
any non-school sponsored involvement with local groups.

Section 4.  Clearance --- Clearance is required for all students at the 
end of the school year. Without it, students will not be able to get their 
performance reports and other documents.

Section 5. On Delivery and Request of Items  ---  No school 
supplies, projects etc. will be delivered to students during school 
hours.  These items will be deposited at the Guard House and can 
be claimed by the students only during break time.  School guards 
are not obliged to deliver any item to the student.  Medicines will be 
coursed through the school clinic.

Section 6.  On Going Out of Campus During School Hours  --Should 
the student go out from school (e.g. sick, emergency reasons, etc.) 
only the parent/guardian, or person listed as an emergency contact 
may sign the student out of campus during school hours.  Early 
dismissal will be processed by the Year Level Coordinator or Asst. 
Principal for Administration.  The parent/guardian of the student must 
provide proper identification for the student to be allowed to go home.

Section 7.  On Granting Permission for Parents/Guardians to 
Enter Classroom Areas  --- In as much as the school makes every 
effort to welcome parents and all those who share in its educational 
formation and considers their valuable support and input in the 
school’s programs, there is a need to set guidelines so as to assist 
everyone to effectively carry out the  various roles and responsibilities. 
It is in this spirit that the school is formulating the following:

1.  Scheduled Parent-Teacher Conferences (PTC) and 
activities involving parents/guardians:

1.1 School is considered an “open-house” during these 
occasions. Parents/Guardians/Guests may enter 
designated areas without the need for permits or gate 
passes.

1.2 During an official PTC, parents/guardians are allowed 
in the designated areas only at scheduled PTC hours.

2.  Requests from parents/guardians to see teachers on other 
occasions:



54

2.1 Parent/guardian sends a letter to the teacher requesting 
for an appointment at least one (1) day before the 
desired conference date.

2.2 Teacher informs the G/YLC of the parent/guardian’s 
request and both set the schedule of the PTC.  

2.3 Teacher confirms the schedule of the conference with 
the parent through an Appointment Form.  

2.4 On the appointed day and time, the parent/guardian 
presents the Appointment Form to the security guard 
who issues a gate pass.

3.  In emergency cases, (e.g. threat, sickness that need 
immediate attention) the parent/guardian secures a slip 
(stating reason for entrance to school premises, personnel 
to see, etc.) and the visitor’s ID  from the security guard 
who in return informs the G/YLC and/or Asst. Principal for 
Administration about the emergency.

4.  Parents/guardians coming to school for official duties or 
functions (e.g. ADPTCI, Committee/Board work, voluntary 
services, etc.) must coordinate with the Office/Supervisor 
concerned who will inform the AP-Administration about the 
date, time, place and person involved in the activity.

Section 8.  On Parents Involvement on Discipline Matters  ---  
A parent who witnesses Ateneo high school students  displaying 
inappropriate behavior (e.g. PDA, taking intoxicating drinks while in 
school uniform, smoking, cutting classes, fighting, and the like) must 
not confront the student directly.  He/She is encouraged to inform 
through writing the Prefect of Discipline.  

A parent who has a complaint against a teacher should write a 
complaint letter to the Principal.  He/She is not allowed to verbally 
and physically confront the teacher.      

Section 9. Sectioning --- Sectioning of students is done by all 
teachers in the particular grade level. Students are placed in different 
sections to give them the opportunity to learn how to adjust to the 
learning environment. The school does not entertain any request for 
change in section.

Section 10. On Fees and Financial Regulations ---The following 
fees and financial regulations are adopted effective school year 
2007-2008 and applicable to the Grade School and High School.

All matters regarding school fees should be transacted with the 
Finance Office.
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10.1.  Payment of Fees

A student who registers or enrolls for classes for the school year incurs 
a financial obligation to the University. Payment of tuition and fees is 
due based on a payment schedule at the time of the registration. The 
University reserves the right to revoke the registration or enrollment, 
effective on the beginning of the school year, of any student who 
fails to make full payment of the required registration fees. Students 
whose registration have been revoked or cancelled for failure to 
make timely payments are not permitted to attend class. Student 
registration is further subject to the following provisions:

“To recognize without reservation, the authority of Ateneo 
de Davao University to bar or not allow the student from 
entering the school campus and attending his/her classes in 
case he/she fails to pay the required registration fees and/
or pay one (1) installment of the due and/or demandable 
tuition and/or other school fees as indicated in the current 
schedule of payment  and that he/she shall only be re-
admitted as soon as the tuition and other school fees are 
paid; provided however, that the student will be solely 
responsible in keeping up with the lessons, assignments 
and taking examinations given during the school days the 
student was not allowed to enter and attend classes.”

The University reserves the right to withhold from a student the school 
credentials, grades, certifications and/or permission to transfer to 
another institution who has not fully settled his/her financial accounts 
with the University or has not fully settled the required installment 
of the due and/or demandable tuition and/or other school fees as 
indicated in the current periodic schedule of payment.

10.2.  Schedule of Payment of Fees

a.  Downpayment  (Registration Fee): Payment required upon 
enrollment or registration

b.  Internal Fees: Payment required upon enrollment or 
registration

c.  Book Sale/Rental: Full payment of required amount based 
on the booklist and book receipt of the books

d. Balance (Total Fees/Full Payment less Required 
Downpayment): divided in ten (10) months and payable on 
installments on or before the Periodical Examinations.
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10.3. Past Due Accounts

A student with past due accounts may not register or enroll for future 
school year and cannot receive any school credential. Payments of 
past due or old accounts are paid in “cash”.

10.4. Check Payments

If payment of school fees is via check, funds should be cleared on or 
before due date or examination schedule.

Check payment for school fees will no longer be accepted two (2) 
weeks before the Final Examination schedule.
Check payments will no longer be accepted for full or partial payment 
of outstanding school fees or past due accounts related to any 
request for school credentials, grades and other documents.

Check should be made payable to “Ateneo de Davao University”.

10.5. Dishonored/Returned Checks

A student, parent or drawer whose check is returned unpaid by the 
bank for any reason will be charged a returned check penalty fee 
of P500.00 and will be responsible for any associated costs from 
the bank and/or attorney’s fees incurred by the University should 
a lawsuit or other collection efforts be instituted to collect on such 
dishonored check. In any case where the University has a reason 
to believe that a student, parent or drawer presented a dishonored 
check in bad faith, the University may, in addition to any collection 
efforts, refer the matter to the proper authorities for appropriate 
action. Check payment will no longer be accepted for a student with 
the record of dishonored checks. The student, parent or drawer of 
the check waives the requirement of notice of dishonor.

10.6. Withdrawals

Applications for withdrawal from the University after registration must 
be made in accordance with the following schedule with the following 
procedures under University Regulations.

In authorized withdrawals, tuition charges and fees will be made in 
accordance with the following schedule:

(a) Withdrawal dated within the registration period shall be 
charged P250.00;
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(b) Withdrawal dated on or before the end of the first week of 
the school year shall be charged ten percent (10%) of the 
total assessment;

(c) Withdrawal dated on or before the end of the third week of 
the school year shall be charged twenty-five percent (25%) 
of the total assessment;

(d) Withdrawal dated on or before the end of the fifth week of 
the school year shall be charged fifty percent (50%) of the 
total assessment;

(e) Withdrawal dated on or before the end of the sixth week 
of the school year shall be charged seventy-five percent 
(75%) of the total assessment; and

(f) Withdrawal dated after the sixth week of the school year 
shall be charged in full of one hundred percent (100%) of 
the total assessment.

The date of official withdrawal shall be the date of submission of the 
duly accomplished or completed withdrawal forms to the Finance 
Office and shall be the basis for the appropriate tuition charges and 
fees as stated above.

A student who withdraws from the University shall be made to pay in 
full the internal fees and the books.

Authorization to withdraw will not be given to a student who does not 
have a clear financial record. Withdrawal from the University shall 
only be approved upon payment of appropriate charges as stated 
above.

The above provisions shall apply regardless of whether the students 
attended the class or not or on whatever reason.

10.7. Rules on Refund

Request for refund on excess payment or overpayment of school 
fees can be done within the current school year and subject to a 
full consent and conformity of the student’s parents. In no case will 
tuition and fees be reduced or refunded because of absence from 
class.
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10.8.  Late Registration

Students who are allowed to enroll after the scheduled registration 
period or granted a late registration shall be made to pay the regular 
school fees regardless of the date of admission. In no case will tuition 
and fees be reduced because of late registration, late admission and 
reduced instructional contact with the student.

10.9.  Examination Permit

The Finance Office adheres to its policy of “non-payment of required 
school fees – no examination permit”.

Section 11.  Ecoteneo Policy

Ecoteneo is the office of Ateneo which centers on the mission 
of Ateneo to “engage vigorously in environmental protection, 
preservation of biodiversity and the promotion of renewable energy”: 
that is, to form men and women for others, and men and women for 
the environment.

Each Atenean is expected to become an Ecotenean by fostering 
respect and care for the environment through responsible use 
and management of materials, conservation of energy and water, 
promoting Clean Air and upholding the health and wellness of the 
community. Maintaining an eco-friendly campus and an eco-friendly 
lifestyle among the community is the goal of Ecoteneo in achieving 
its vision of…

Vision: …A community that is lush and verdant in greenery, where 
the air we breathe is clean, the water we drink is fresh, our buildings 
energy-efficient and our grounds waste-free. We envision every 
member of the Ateneo family to be a person for others and for the 
environment, living a healthy, happy and ecological lifestyle, one with 
the Earth, at peace with humanity and in reconciliation with God.

Ecoteneo GUIDELINES

General prohibitions and guidelines:
1. Polystyrene (“Styro”) and all other PS-related materials are 

not allowed for use in the campus or activities conducted 
off-campus.

2. The use of helium-filled balloons is not allowed. Stick 
balloons may be used with appropriate clearance from 
administration and plan for reuse/bringing home.

3. Junkfood (including homemade snacks of no nutritive 
value) is not allowed for sale in the cafeteria or bringing in/
consumption in the campus.
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4. Carbonated drinks / “softdrinks” is not allowed for sale in 
the cafeteria or for bringing in/ consumption in the campus 
or in any other outside/school-related activities.

	 Buying of streetfood is highly discouraged for food 
safety and eco-waste concerns.                 

	 BYOB (Bring-your-own-baunan and waterbottle) at 
all times is highly encouraged to cut down on our 
generation of waste materials (whether recyclable or 
not). 

I. Ecological Solid Waste Management (ESWM)

1. Observe proper segregation at all times:

1.1 Empty PET bottles of liquids before shooting in the 
Recyclables bin

1.2 Ensure that paper cartons/food containers are clear 
of food before placement in the  Biodegradables/
Compostables bin

1.3 Use the Residuals bin only for plastics packaging that 
cannot be reused. Bring home sando bags/grocery 
bags for reuse.

2. No littering. Do not leave PET bottles or any other material 
lying around or on top of lockers/segregation bins. Pick up 
materials and use the nearest segregation bin station.

3. Restroom bins are for the disposal of used tissues and 
other hygiene-related paper products. All other materials 
(residuals, PET bottles) must be segregated outside the 
restroom.

4. CLAYGO. Clean-As-You-Go

4.1 Cafeteria use. Clear your table after eating and 
proceed to the CLAYGO area to deposit used plates 
and utensils in the designated containers. 

Finish your food and clear your plate. Leaving 
unfinished food is highly discouraged. “Food wastes” 
are only for bones and other food-related wastes that 
are used for animal feed. Food is a precious resource 
that must be valued.

4.2 Classroom use. Clear your area after every activity. 
Make use of the paper tray in the classrooms and the 
segbin stations in the hallway.
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4.3 Other activities. Maintain the orderliness and 
cleanliness of facilities outside the classroom (and off-
campus). Every activity/use must be followed up by a 
clean-up by all users, observing CLAYGO and proper 
segregation at all times.

5. Waste Reduction

5.1 Paper Reduction (through Reuse and Recycling). 
Proper use of Paper Trays

All writing materials/paper must be kept dry and 
uncrumpled for segregation in the paper trays in the 
classroom. 

Biodegradables/Compostables bins are only for food 
cartons/ food packaging made of paper and other food-
related paper products (e.g. used table napkins).

5.2 Proper use of the Room-of-Requirements.  The Room-
of-Requirements is the room for storage of used school 
supplies (ballpens, notebooks, cartolina) that may be 
re-used by others as art supplies or for writing needs.

Observe the orderliness of the Room in availing of free 
supplies. Log in your name after every use. Maximize 
the use of (and deposit of) supplies in the Room to 
adopt  our culture of re-use.

5.3 Guidelines on food/drinks packaging especially during 
major activities

o Drinks in doypacks (Zest-O) and tetrapacks are 
highly discouraged 

o On plastic (if no available spoons). Use wooden 
stirrers instead of plastic stirrers. Compostables 
are better than residuals.

o On sandwich bags. Thank you for using table 
napkins (or brown paper bags) instead of plastic 
sandwich bags.  

Please avoid the use of “unnecessary” plastics 
packaging. Plastics (even those labelled 
“biodegradable”) still belong in our Residuals 
classification because these are not necessarily 
compostables. 

II. Water Conservation

1. Ensure that faucets/fountains are in order after 
every use. 
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2. Report any leaks in the facilities to the proper 
authorities for immediate action.

III. Energy Conservation

1. Turn on the lights/electric fans and other electric-
powered devices only upon use.

2. Turn off lights/electric fans and other electric-
powered devices before leaving the room.

3. Observe Earth hour at lunchtime by switching off 
the lights.

IV. Clean Air Initiative

1. Carpooling is highly encouraged.

2. Observe the guidelines in the use of the Parking 
lot building (esp. turning off of engines when not 
in use.)

UNIVERSITY POLICY ON LIABILITY FOR THEFT OR LOSS 
OF PERSONAL PROPERTY

General Policy

The University shall take reasonable precautions and measures 
to ensure the general security of property within the University. It 
shall engage the services of a security agency to enhance security 
protocols, reduce incidence of loss and provide immediate response 
in case of loss or damage of personal property.

In the absence of security lapses and other forms of negligence, 
the University exercising due diligence in securing the University 
campus shall not be held liable for any theft, loss or damage of 
personal property.

Should employees and students choose to bring personal belongings 
to school or work, whether for education or work purposes, the 
students and employees and not the University, are directly 
responsible for ensuring the safety and security of their belongings.

CHILD PROTECTION POLICY

The Ateneo de Davao High School is fully committed to safeguard 
the welfare of al children entrusted to its care. It recognizes its 
responsibility to take all reasonable steps to promote safe practice 
and to protect children from any act of child abuse, exploitation, 
violence, discrimination, bullying and other forms of abuse. It 
acknowledges its duty to act appropriately to any allegations, reports 
or suspicions of abuse.
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The Ateneo de Davao High School community will endeavor to work 
together to encourage the development of a culture which embraces 
differences and diversity and respects the rights of children.

In implementing this child protection policy. The Ateneo de Davao 
High School will:

1.  Ensure that the school environment is conducive to learning and 
children shall have the right to education free from fear;

2. Ensure that all children will be protected from all forms of abuses 
and bullying to develop self-esteem and self-confidence;

3. Ensure that the school will advocate a positive and non-violent 
mode of disciplining children to foster self-discipline and to 
improve self-esteem;

4. Ensure that corporal punishment shall not be imposed on any 
child in school for the purpose of discipline, training or control;

5. Ensure that the school administration shall take steps to 
prevent bullying and ensure that the appropriate interventions, 
counselling and other services, are provided for the victims of 
abuse, violence, exploitation, discrimination and bullying;

6. Ensure that students or learners shall respect the rights of others 
and refrain from committing acts of bullying and peer violence;

7. Ensure that parents shall be actively involved in all school 
activities or events that raise awareness of children’s rights, 
positive discipline, and the prevention of bullying;

8. Provide opportunities for the faculty, staff and administrators to 
develop their skills and knowledge particularly in relation to the 
care and protection of children;

9. Ensure that the faculty, staff and administrators understand their 
legal and moral responsibility to protect children from harm, 
abuses and exploitation;

10. Ensure that the children are enabled to express their ideas and 
views on a wide range of issues and will have access to the 
school’s complaints procedures;

11. Endeavor to keep up-to-date with national developments relating 
to the welfare and protection of children; and

12. Ensure that visitors and guests shall be oriented on the Child 
Protection Policy.

References:
DepEd Order #40, Annex “C”
http://www.niched,org/docs/Child%20Protection%20Policy%20sample%20document.pdf
http://www.bradford-scb.org.uk/vcs_documents/Model%20Child%20Protection%20Policy%20Update%May%202010.pdf
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ANTI-BULLYING POLICY OF ATENEO DE DAVAO 
HIGH SCHOOL

Prefatory Statement

The School values a healthy and peaceful educational environment.
All members of the school community, which includes students, 

parents and guardians, and the community members should be made aware 
of the negative effects that bullying can have on victims and the school in 
general, and should work towards ensuring that students can work in an 
environment without fear.

The School will do whatever is reasonably necessary and possible 
within its authority to eradicate bullying in all its forms.

The school takes a strong stance against bullying.
Bullying is not acceptable in our School and will not be tolerated.

I.  Preliminary Provisions
Section 1. Legal Basis. This Policy is adopted in compliance with 
Republic Act No. 10627, otherwise known as the” Anti-Bullying Act 
of 2013”.

Section 2. Scope and Coverage. This Policy applies to the High 
School programs at the Ateneo de Davao, hereafter referred to as 
the “School”.

Section 3.  The following shall be the parties and /or stakeholders in 
bullying incidents:

1. Bully - refers to student who commits any of the acts 
of bullying as defined in   Republic Act No. 10627, its 
Implementing Rules and Regulations (IRR), and this Policy. 
This term also includes a students who participates in any of 
the acts of bullying by supporting or aiding the commission 
thereof.

2. Bystander – refers to any students who witnesses or has 
personal knowledge of any actual or perceived acts or 
incidents of bullying or retaliation as defined by R.A. No. 
10627, its IRR, and this Policy. Bystanders include the silent 
majority of students who witness bullying but are unable to 
do something because of fear; and those who try to stop 
bullying by defending the victim or reporting the incident.

3. Bullied or Victim – refers to any student who experiences 
the acts of bullying or retaliation as defined by R.A. No. 
10627, its IRR, and this Policy.

4. Parent or Guardian – refers to the parent or guardian, of 
either the bully or victim, or other students involved in the 
bullying incident, on record with the school.
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5. School – refers to Ateneo de Davao High School.

6. School Personnel – refers to all staff and employees of the 
School; regardless of rank and status; whether classified 
as academic, academic-support, or non-academic; and 
whether full-time or part-time; and whether probationary, 
contractual, or regular.

7. Service Providers – refers to outsourced personnel of the 
school, which includes, but is not necessarily limited to, 
maintenance and security, coaches, trainors, and drivers 
and staff of accredited transport or bus services.

II. Prohibition on Bullying

Section 4.  Statement of Policy. The School as a matter of policy 
prohibits bullying in all its forms, regardless of the means, place and 
time of its commission.

Section 5. Definition of Bullying. The School adheres to the 
definition of bullying including the different forms, as provided in the 
IRR of R.A. No. 10627, which provides:

“Bullying” refers to any severe, or repeated use by one or more 
students of a written, verbal or electronic  expression, or a physical 
act or gesture, or any  combination thereof, directed at another 
student that has the effect of actually causing or placing the latter 
in reasonable fear of physical or emotional harm or damage to 
his property; creating a hostile environment at school for the other 
student; infringing on the rights of another student at school; or 
materially or substantially disrupting the education process or the 
orderly operation of a school; such as, but not limited to the following:

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

(2) Any act that causes damage to a victim’s psyche and/or 
emotional well-being;

(3)  Any slanderous statement or accusation that causes 
the victim undue emotional distress like directing foul 
language or profanity at the target, name-calling, 
tormenting and commenting negatively on victim’s looks, 
clothes and body;
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(4) “Cyber-bullying” or any bullying done through the 
use of technology or any electronic means. The term 
shall also include any conduct resulting to harassment, 
intimidation, or humiliation, through the use of other 
forms of technology, such as, but not limited to texting, 
email, instant messaging, chatting, internet, social 
media, online games, or other platforms or formats as 
defined in DepEd Order No. 40, s. 2012; and

Section 6. Other Forms of Bullying.  The term “bullying” shall also 
include:

(1) “Social bullying” - refers to any deliberate, repetitive 
and aggressive social behavior intended to hurt others or 
to belittle another individual or group.

(2) “Gender-based bullying” - refers to any act that 
humiliates or excludes a person on the basis of perceived 
or actuall sexual orientation and gender identity (SOGI).

(3) Retaliation against a student who reports bullying, who 
provides information during an investigation of bullying, 
or who is a witness to or has reliable information about 
bullying; and

(4) All other forms of bullying analogous to those provided 
under the Anti-Bullying Law and its IRR.

Section 7. Common Forms of Bullying. The common forms of 
bullying shall include, but is not necessarily limited to, the following:

(1) Calling names wiht the express purpose of humiliating, 
embarrasing a student or othersise cause trouble.

(2)  Rudeness and Intimidation. These may be done 
through unwanted physical acts but may also be carried 
through non-verbal means. A mean look or stare is an 
example of a non-verbal bullying.

(3) Threats and Extortion. Creating fear and extorting 
money, food or possessions from other students. 
Threatening texts or messages in chat rooms and social 
media sites are included in this form.

(4)  Malicious gossip and exclusion from the group. 
Circulating gossip or damaging stories that tends to 
discriminate, exclude, and hate another student.

Section 8. Fair and equal treatment on bullying incidents. The 
School shall address each and every bullying incident fairly and 
equally. All forms of bullying should be taken seriously and dealt with 
appropriately.
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Section 9. Situs of Bullying. The School has the authority to impose 
school discipline to its students including this Policy. This authority of 
the school is not confined within the school premises.

The School particularly undertakes to prevent and address bullying 
committed at the following:

a.  On-Campus. School Grounds including classrooms, hallways, 
cafeteria, canteen, faculty rooms, auditorium, gymnasium, 
computer  rooms, laboratories, and all places and facilities within 
the campus.

b.  Off-Campus which covers:

1) Properties immediately adjacent to school grounds including 
places or establishments frequented by our students;

2) Any other placed where school-sponsored or school-related 
activities functions or programs are conducted;

3) School bus stops;

4) School service, busses, or transport used by the School in an 
activity off-campus; and

5) School buses or School services operated or accredited by 
the School to transport students to and from the campus.

c.  On Cyberspace. Text messages, emails, chat rooms, and 
other social media and web site regardless of the website 
administrator’s permission to use foul or explicit language or 
content, or absence of any particular standard of use.

III.  Prevention Programs

Section 10. The School shall raise the awareness of the anti-social 
nature of bullying through various programs; assemblies; activities; 
and integration in the curriculum as it may deem appropriate.

           The School undertakes to develop anti-bullying programs that 
are comprehensive, multi-faceted and shall involved all education 
stakeholders and personnel. The programs may contain among 
others:

(1)  School-wide initiatives centered on:

a. positive school climate and environment conducive to 
the attainment of learning objectives, the development of 
healthy relationships and the understanding of and respect 
for individual differences;
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b. Periodic assessment and monitoring of the nature, extent, 
and perceptions of bullying behaviors and attitudes of 
students;

c. Periodic review and enhancement of the student’s and 
personnel’s manual or code of conduct in relation to bullying;

d. Conduct of activities for students, school personnel and 
service providers on how to recognized bullying;

e. Continuing personnel development to sustain bullying 
prevention programs; and

f. Coordination with Local Government Units, barangay  
(Barangay Council for the protection of Children) and other 
stakeholders.

(2)  Classroom-level initiatives that focus on:

a. reinforcing school-wide rules pertaining to bullying;

b. building a positive sense of self and interpersonal 
relationship through the development of self-awareness 
and self-management, interpersonal skills and empathy, 
and responsible decision-making and problem solving;

c. discussion of issues related to bullying, and strategies for 
responding to and reporting of incidents of bullying;

d. teaching positive online behavior safety and how to 
recognize and report cyber-bullying; and

e. providing an inclusive and caring learning environment for 
students.

(3)  Involving parents in bullying prevention activities, such as:

a. discussion on this Policy, emphasizing bullying prevention 
during Parents-Teachers Association meetings and 
seminars; and

b. conducting or sponsoring education sessions for parents 
to learn, teach, model, and reinforce positive social and 
emotional skills to their children.

4) Monitoring students who are vulnerable to committing aggressive 
acts or who are perpetrators of bullying, or who are possible targets 
or victims, for the purpose of early intervention. This activity shall 
be conducted with utmost confidentiality and respect for all parties 
concerned.
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Section 11. Early Detection of Bullying. There are signs indicative 
that a student is being bullied in school. A changed in the student’s 
behavior or actions, change in the student’s routines, or the absence 
or presence of other circumstances, maybe a sign that the student 
is a victim of bullying. The teacher, parents or guardian shall check 
and report to School authorities these changes should they become 
manifest. These changes may include the following;

1. Feeling sick in the morning;

2. Unwillingness to go to school and leave home;  

3. Unwillingness to be left alone in the school;

4. Crying to sleep at night or has nightmares;

5. Bedwetting;

6. Doing poorly in class or school work;

7. Coming home with torn clothes or damaged belongings;

8. Has possessions missing;

9. Has unexplained cuts and bruises;

10. Being frightened to say what is wrong;

11. Being anxious or lacking in self-confidence; and

12. Attempting or threatening self-harm.

IV.  Intervention Programs

Section 12. The School shall develop intervention programs to 
promote the continuity of comprehensive anti-bullying policies.
         Intervention refers to a series of activities which are designed 
to address the following:

a. Issues that influence the student to commit bullying;

b. Factors that make a student a target of bullying; and

c. Effects of bullying.

Section 13. Forms of Intervention. Interventions may include 
programs such as counseling, life skills training, education, and 
other activities that will enhance the psychological, emotional and 
psycho-social well-being of both victim and the bully.
Such programs may:

a. Involve activities that will address acts of bullying;

b. Emphasize formative and corrective measures rather than 
punishment;
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c. Conform to principles of child protection and positive and 
non-violent discipline;

d. Help the victim, the bully, and the bystanders understand 
the bullying incident and its negative consequences; and

e. Provide opportunities to practice pro-social behavior.

Section 14. The School shall develop intervention strategies 
involving all parties, such as bullies, victims, bystanders, parents, 
school personnel, service providers and all other persons who may 
be affected by the bullying incident.

V.  Responsibilities in Bullying Incidents

Section 15. The following are the responsibilities of the stakeholders 
in bullying incidents:

(1) Bully

The “Bully” shall:

a. Comply with the intervention and prevention programs of the 
school;

b. Submit to due process of the school as part of disciplinary 
action whenever necessary.

(2) Bullied or Victim

The Bullied or Victim shall:

a. Avoid retaliation;
b. Report his/her experience to the teacher, Office of Student 

Affairs (OSA)/Prefect of Discipline/Guidance Office, or 
other persons or school authorities; and 

c. Be circumspect in his/her claims against the alleged bully.

     (3) Bystander 

The bystander shall:

a. Promptly report cases of bullying, that which he or she 
witnessed or has personal knowledge of, to the teacher, 
Office of Student Affairs (OSA)/Prefect of Discipline/
Guidance Office, or any persons or school authorities;

b. Not to join the bullying;
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c. Secure the safety of the victim whenever possible without 
causing harm to himself or herself.

(4) School

The School through the Office of Student Affairs (OSA)/Prefect of 
Discipline/Guidance Office, teachers and other school administrators 
shall:

a. Implement the provision on this Policy;

b. Provide all students and their parents or guardians a copy of 
this Policy. This policy shall likewise be included in the School’s 
student and/or employee handbook shall be conspicuously 
posted on the School walls and website;

c. Educate the students on the dynamics  of bullying, the anti-
bullying policies of the school as well as the mechanisms for 
reporting of acts of bullying or retaliation;

d. Educate parents and guardians about the dynamics of 
bullying, the child protection or anti-bullying policy of the 
school and how parents or guardians can provide support and 
reinforce this policy at  home;

e. Devise prevention, intervention, protective and remedial 
measures to address bullying;

f. Conduct the capacity building activities for guidance 
counselors/teachers and the members of the Child Protection 
Committee;

g. Ensure effective implementation of the anti-bullying policy and 
monitor compliance therewith;

h. Ensure the safety of the victim of bullying, the bully, and the 
bystander and determined the student’s need for protection;

i. Ensure that the rights of the victim, the bully, and the 
bystander are protected and upheld during the conduct of the 
investigation;

j. Maintain a record or statistics of incidents of bullying and 
retaliation;

k. Coordinate with appropriate offices and other agencies or 
instrumentalities for appropriate assistance and intervention, 
as required by the circumstances.

(5) Teachers and Other School Personnel
Teachers and other School Personnel shall;

a. Participate and cooperate in all prevention, intervention, and 
other measures related to bullying by the School;
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b. report incidents of bullying;

c. Update himself/herself on detection on proper handling on 
bullying incidents;

d.  Be objective and handle incidents with due consideration of 
confidentiality and tender age of students involved;

e. Coordinate closely with the Child Protection Committee of 
the school; and

f. Observe due diligence in the prevention of bullying cases 
during classes or other student activities he/she directly in 
charge of.

(6) Students in General
Students shall:

a. Participate and cooperate in all prevention, intervention 
and other measures related to bullying implemented by 
the school;

b. Avoid or refrain from any act of bullying;

c. Intervene to protect the victim, unless it will jeopardize his 
safety and security; and

d.  Report to school authorities any incident of bullying.

 (7) Parents

Parents shall:

a. Participate in bullying prevention activities of the school 
which includes:

1. Education on relevant policies;

2. Sharing of best practices on how to reinforce positive 
social and emotional skills to the children.

b. Cooperate with the school authorities in bullying incidents 
involving their child/children; and

c. Not to take matters into their own hands in resolving bullying 
incidents.



72

VI.  The Anti-Bullying Committee

Section 16. The Anti-Bullying Committee. The School’s existing 
Child Protection Committee (CPC) shall also be designated as the 
School’s Anti-Bullying Committee as required under DepEd Order 
No. 40, series of 2012.

Section 17. Composition. The Committee shall be composed of 
the following:

a. Principal – Chairperson
b. Guidance Counselor – Vice Chairperson
c. Representative of the Teachers
d. Representative of the Parents
e. Representative of Students; and
f. Representative from the Community as designated by the 

Punong Barangay, preferably a member of the Barangay 
Council for the Protection of Children (BCPC). (ad hoc)

Section 18. Functions. The Anti-Bullying Committee shall perform 
the following tasks:

a. Conduct awareness-raising programs with school 
stakeholders  in preventing and addressing bullying;

b. Ensure that the anti-bullying policy adopted by the school 
is implemented;

c. Monitor all cases or incidents related to bullying reported or 
referred by the teacher , guidance counselor or coordinator 
or any person designated to handle prevention and inter-
vention measures mentioned by the preceding sections of 
this Policy; and

d. Make the necessary referrals to appropriate agencies, 
offices or persons, as may be required by the 
circumstances.

VII.  Handling Bullying  Incidents in the School

Section 19. Exclusive Jurisdiction. Complaints of bullying and 
other acts under this Policy shall be within the exclusive jurisdiction 
of this School or jointly by the Schools whenever the incident 
involves students from different schools. Bullying incident shall not 
be brought for amicable settlement before the Barangay, subject to 
existing laws, rules and regulations. Complaints for acts covered by 
other laws shall be referred to the appropriate authorities.
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Section 20. Effects of Institution of Criminal Action. The filing of 
criminal  complaint by either or both the bully and the bullied before  
the law enforcement agencies, prosecutor’s  office, or courts of law 
shall not operate to divest this school of its authority to conduct its 
own investigation, fact finding, and/or disciplinary proceeding on the 
students involved.

Section 21. Immediate Responses. The victim or anyone who 
witnesses or has personal knowledge of bullying incident or retaliation 
shall immediately call the attention of  any school personnel. The 
school personnel who was notified of a bullying incident or retaliation 
shall intervene, by:

a. Stopping the bullying or retaliation immediately;
b. Separating the /students involved;
c. Removing the victim or, in appropriate cases, the bully or 

offending student, from the site;
d. Ensuring the victim’s safety, by:

1. Determining and addressing the victim’s immediate 
safety needs; and

2. Ensuring medical attention, if needed, and securing a 
medical certificate, in cases of physical injury.

e. Bringing the bully to the Student Affairs (OSA)/Prefect of 
Discipline/Guidance Office

Section 22. Reporting the Bullying Incident or Retaliation

1. A victim or a bystander, or a school personnel who receives 
information of a bullying incident or retaliation, or any person, who 
witness or has personal knowledge of any incident of bullying or 
retaliation, shall report the same to the teacher in charge, or the 
Office of Student Affairs (OSA)/Prefect of Discipline/Guidance 
Office, who shall immediately report the matter to the Principal.

2. The School shall inform the parent or guardians of the victim 
and the bully about the incident.

3. If an incident of bullying or retaliation involves students from 
another school during a school-sponsored activity on or off-
campus, this School shall promptly notify the appropriate 
administrator or school head of the other school so that 
appropriate action may be taken.
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4. Reports of incidents of bullying or retaliation initiated by persons 
who prefer anonymity shall be entertained, and the person who 
reported the incident shall be afforded protection from possible 
retaliation; provided, however, that no disciplinary administrative 
action shall be taken against an alleged bully or offending 
student solely on the basis of an anonymous report and without 
any other evidence.

5. Teachers shall make sure that no bullying incident should be kept 
unreported or unnoticed. For this purpose, a Record of Bullying 
Incidents Form is designed and developed where teachers in 
charge may keep track of bullying incidents or indications in the 
classroom or off-campus activities. The same shall be kept in 
strictest confidence in a central file with the Guidance Office.

Section 23. Fact-Finding and Documentation

The Office of Student Affairs (OSA)/Prefect of Discipline/Guidance 
Office shall:

1.  Separately interview in private the bully or offending student or 
a victim.

2. Determine the levels of threats and develop intervention 
strategies. If the bullying incident or retaliation or the situation 
requires immediate attention or intervention, or the level of 
threats is high, appropriate action shall be taken by the school 
within twenty-four hours (24) from the time of the incident.

3.  Inform the victim and the parents or the guardian of the steps 
to be taken to prevent any further acts of bullying or retaliation; 
and

4.  Make appropriate recommendations to the Child Protection 
Committee on proper interventions, referrals and monitoring.

Section 24. Referral to Experts Outside of the School. The 
School may, upon evaluation, refer the victim and the bully to trained 
professionals outside the school, such as social workers, guidance 
counselors, psychologists, or child protection specialists, for further 
assessment and appropriate intervention measures, as may be 
necessary. The school also undertakes to notify the Women and 
Children’s Protection Desk (WCPD) of the local Philippine National 
Police, in appropriate cases involving the bully or offending student.
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VIII.  Disciplinary Measures

Section 25. Where students resist or refuse to respond to the 
intervention or preventative strategies to address bullying, the 
School will resort to stringent actions to deal with persistent and 
violent bullying. Disciplinary actions may or may not be resorted to 
by the School depending on the circumstances of each case with 
consideration to the age of the students or pupils involved.

Section 26. Due Process

A.    Bullying cases may be initiated either through:
1) a Compliant; or
2) amotuproprio Charge from the Office of Students Affairs 

(OSA)/Prefect  of Discipline/Guidance Office on the basis 
of the report of the teacher, school personnel or bystanders.

B.    The Compliant should be duly executed by:
(1) the complaining student with the assistance of his or her 

parents;
(2)  or solely by the parents on the basis of their child’s 

statements.

C.  In both instances, the Complaint must be duly sworn to by the 
executing student and/or parent stating clearly how the act/s of 
bullying was/were committed and other attendant circumstances. 
The complaining party may attach sworn statements of witnesses 
and other proofs to substantiate the Complaint.

D. The Complaint or Charge for Bullying shall be filed with the 
Office of Student Affairs (OSA)/Prefect of Discipline/Guidance 
Office.

E.  The Office of Student Affairs (OSA)/Prefect of Discipline/
Guidance Office shall furnish the parents of the respondent 
student/s a copy of the Complaint or Charge and direct the 
student/s concerned with the assistance of the parents to file a 
Sworn Answer within a period of forty-eight (48) hours or within 
a reasonable period from the receipt of the Complaint or Charge 
as may be allowed under the circumstances.

F.  Upon receipt of the Sworn Answer, the Office of Student Affairs 
(OSA)/Prefect of Discipline/Guidance Office may schedule 
a conference with the Complainant and/or the Respondent 
separately to clarify the allegations in the Complaint and the 
Sworn Answer. The Office of Students Affairs (OSA)/Prefect 
of Discipline/Guidance Office may also interview witnesses, 
bystanders, and other who may have knowledge of the 
circumstances surrounding the incidents.
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G. The Office of Student Affairs (OSA)/Prefect of Discipline/
Guidance Office shall the issue a resolution to the Complaint 
or Charge stating clearly its basis. A resolution finding the 
commission of bullying shall state be deemed a recommendation 
to the Principal, which the latter may either disapprove or modify. 
The decision of the Principal may be subject to reconsideration, 
or appeal to the Schools Division, within a period of ten (10) 
calendar days from receipt of the decision. 

Section 27. Sanctions

1) If the act of bullying committed does not fall under any 
offense defined in the Student Manual, the following 
sanctions shall apply:

1.1 First Offense: Reprimand and summon of Parents
1.2 Second Offense: Suspension from classes for three (3) 

to five (5) school days, or Community Service 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.

1.3 Third or Subsequent Offense: Non-Readmission to 
Exclusion.

2) If the act of bullying committed falls under an offense 
already defined and prohibited in the Student Manual, the 
higher penalty or sanction shall apply.

3) Depending on the seriousness or gravity of the offense 
committed and/or the extent of injuries suffered by the 
victim, the School reserves the right to impose the extreme 
penalty of expulsion subject to approval of the Department 
of Education.

4) In addition to the disciplinary sanction imposed, after 
careful evaluation, likewise refer the alleged bully and/
or the alleged victim for counseling of School’s Guidance 
Counselor or to a private counselor of their choice, or to 
other intervention programs of the School should it become 
necessary.

Section 28. Preventive Suspension. The School may at its 
discretion and during the pendency of the investigation, put any 
student on preventive suspension for a period not longer than three 
(3) school days, if there is reason to believe that the presence of the 
said student might put him/her at risk of more harm, or will jeopardize 
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the general peace and order of the campus. Such preventive 
suspension may extend to the parents or guardians of the students 
involved in the incident. In such case, the parents are barred from 
entering the School’s premises or attend School activities during the 
said suspension.

Section 29. False Accusation of Bullying. If a student, after an 
investigation, is found to have knowingly made a false accusation of 
bullying, the said student shall be subjected to the same disciplinary 
actions or to appropriate interventions for “bullies” under this Policy.

Section 30. Confidentiality. Any information relating to the identity 
and personal circumstances of the bully, victim, or bystander shall 
be treated with utmost confidentiality by the Anti-Bullying Committee, 
teacher concerned, and the Office of Student Affairs (OSA)/Prefect 
of Discipline/Guidance Office, provided that the names may be made 
available to the parents or guardians of students who are or have 
been victims of bullying or retaliation.

              Any school personnel who commits a breach of confidentiality 
shall be subject to appropriate sanctions including termination 
of employment as may be provided in the School’s Employee’s 
Handbook.

Section 31. Effectivity. This Policy shall take effect immediately 
upon the date of its approval and shall not be modified, altered, 
amended or repealed unless otherwise resolved through a valid 
Resolution of the Board of Trustees/Directors of the School.
 

SCHOOL PROGRAMS

INSTRUCTION AND FORMATION

The Ateneo de Davao High School (ADDU-HS) Academic Program 
aims for excellent instruction and formation where students learn 
important understandings and Ignatian values through learner-
centered approaches, real-life application of concepts, and 
meaningful appreciation for the common good. It appropriates a 
curriculum that complies with the requirements of the Department 
of Education, embodies the Characteristics of the Jesuit Education 
(CJE), and responds to the needs of the 21st century learners.

The ADDU-HS Academic Program develops students in a holistic 
way by engaging them in various learning experiences that advance 
their intellectual, social, moral, and religious formation. It prepares 
students for active participation in the church and local community, 
for the service of others (CJE 6.2). It challenges students to pursue 
the Ignatian tradition of excellence in its work of formation (CJE 6.3). 
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A.  ACADEMIC PROBATION 

A student is under Academic Probation if he/she:

1. is a new student whose Ateneo Qualifying Test (AQT) result 
is unsatisfactory;

2. has taken a summer class due to failure in an academic 
subject; 

3. repeats a grade/year level;
4. is accepted on appeal.

A student under Academic Probation must:

1. have no failing mark at the end of the school year;
2. have only one club/organization;
3. not be a club officer;
4. not be a varsity member;
5. report regularly to her/his Student Development Facilitator 

(SDC) facilitator;
6. be placed in the Academic Probation Program; and 
7. sign a contract stipulating conditions 1-6.

B. PROMOTION OF STUDENTS 

1. Grades 7 - 9 
Promotion and Retention of students shall be by subject 
and shall continue to be based on the minimum performance 
standard of 75%. Sixty-five percent (65%) shall remain the lowest 
numerical grade. If by the end of the school year, a student is 
still at the Beginning level, then he/she shall be required to take 
summer class.

2. Fourth Year
Student promotion shall be by subject and shall continue to be 
based on the minimum performance standard of 75%. Sixty-
five percent (65%) shall remain the lowest grade that can be 
indicated in the report card. (DepEd Order No. 76 S. 2010) 

3.   A student shall be retained in the year level if he/she incurs 
failures of three (3) units or more during the regular school 
year and is unable to make up for the failed subjects during the 
summer sessions. Retained students need to repeat only those 
subjects that they failed.  (DepEd Order No. 76 S. 2010)

4.   If a student fails in one component of MAPEH but obtains a 
passing composite grade, he/she is given an incomplete 
MAPEH credit. The student has to complete the requirements 
during summer.

5.   A student can repeat a grade/year level only once. 
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6.   A fourth year student who has to take and pass the summer 
class is not allowed to join the  Commencement Exercises.

C. GRADING SYSTEM

Grading Periods
The school year is divided into four (4) grading periods. The school 
employs an averaging system of getting the Final Grade. The 
student’s First, Second, Third, and Fourth Quarter Grades are added 
and divided by four (4). The highest mark given to a student is 100%. 

Assessment
The school observes an assessment process that is standards-
based. It is designed for students to demonstrate evidence of 
learning the set content and performance standards.

This assessment process is holistic.  Before instruction, diagnostic 
assessment provides information on the students’ prior knowledge 
of the lesson.  During instruction, formative assessment provides 
feedback to adjust ongoing teaching and learning to improve student 
achievement.  After instruction, summative assessment provides a 
judgment of student competency.

Feedback
Feedback ensures that students and teachers continue to collaborate 
on strengthening formative assessment. Feedback helps students 
determine which areas they have achieved mastery and which 
areas they still need to work on as they prepare for the summative 
assessments. Hence, students are expected to do equally well both 
the formative assessments and the summative assessments.  

During the Independent Learning Period (ILP), students can also 
gather feedback in preparation for the summative assessments and 
for the presentation of the performance task.

K to 12 BEC Grading System for GRADES 7 - 9

1.  Levels of Assessment take the place of grade components:

(K) Knowledge and Technical Skills  – 15%
       (P) Process – 25%

(U) Understandings – 30%
(P) Products/Performances – 30% 

2. The Quarter Examination is a summative assessment. It is 
taken by the students before they submit products or do actual 
performances. The Quarter Examination assesses Knowledge, 
Process, and Understanding. Product /Performance is 
assessed through the Performance Task. 
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3.   Both formative KPUP assessments and summative KPUP  
assessments are reflected in the class  record. The scores on 
the formative assessments are recorded but not included in the 
computation of grades. The scores on summative assessments 
are recorded and included in the computation of grades. 

4.  For the computation of KPUP summative assessment scores, 
0-base is used for Grades 7 – 9. With  0-base, a student has to 
get 75% of the total points to be considered passed e.g. 15 out 
of 20 items.   

      Computation:  15/20 x 100 = 75%.

5.   The Level of Proficiency at which the student is performing shall 
be based on numerical value which   is derived after summing 
up the results of the student’s performance on the various levels 
of assessment. The following are the numerical values with their 
respective levels of proficiency: 

6.   The performance of students shall be described in the report 
 card based on the following Levels of Proficiency:

a. Beginning (B) – The student struggles with his/her under-
standing; prerequisite and fundamental knowledge and/or 
skills have not been acquired or developed adequately to 
aid understanding.

b. Developing (D) – The student possesses the minimum 
knowledge and skills and core understanding, but needs 
help throughout the performance of authentic tasks.

c. Approaching Proficiency (AP) – The student has 
developed the fundamental knowledge and skills and 
core understandings and, with little guidance from the 
teacher and/or assistance from peers, can transfer these 
understandings through authentic performance tasks.

d. Proficient (P) – The student has developed the fundamental 
knowledge and skills and core understandings, and can 
transfer them independently through authentic performance 
tasks.

e. Advanced (A) – The student exceeds the core requirements 
in terms of knowledge, skills and understandings, and can 
transfer them automatically and flexibly through authentic 
performance tasks.

  90% and above Advanced
  85-89% Proficient
  80-84% Approaching Proficiency
  75-79 % Developing
  74% and below Beginning
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7.  The Final Grade, the average of the four quarterly ratings, is 
expressed in the report card in terms of the Levels of Proficiency 
abbreviated as:

B for Beginning;
D for Developing;
AP for Approaching Proficiency;
P for Proficient; and
A for Advanced.

8.  Letter grades for Deportment, Homeroom, Special Classes in 
Math and Science, Enrichment Class and Club Participation 
have corresponding numeric grade equivalent as shown in the 
table below:

  References: 
  Advancing Formative Assessment in Every Classroom by C. Moss & S. Brookhart
  DepEd Order no. 73, s. 2012

     
Fourth Year Level Grading System 

The grading system of the fourth year level is enhanced through the 
emphasis of formative assessments, inclusion of pre-assessment 
and the use of alternative assessments.

1. The following are the grade components:
 

(P) Participation refers to assessments given after input, drill 
or process which may include: laboratory work, seatwork 
(individual, pair or group), mini transfer tasks, recitation, 
assignment, and journal. It may include: involvement during the 
formative activities assessed through a rubric, deportment, self, 
peer assessments and teacher observations. 

(T) Test is any written, oral or practical test that is given after 
an input, activity or process. It covers quiz, long test or unit test. 

(Q) Quarter Exam is the summative assessment to assess 
knowledge and skills or content mastery.

  Numeric Grade Letter Grade Equivalent
  90 – 100 Excellent (E)
  85 – 89 Very Good (VG)
  80 – 84 Good (G)
  75 – 79 Fair (F)
  74 below Needs Improvement (NI)
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(P) Performance Task is the summative assessment to asses 
the transfer of understanding to real-life situations or asses 
performance mastery.

2. The percentage allotment for Quarter Examination in all 
subjects is 30%. The 70% is distributed distinctly by each subject 
area into respective allotments for Performance Task, Test and 
participation. PEHM and CLE do not  assessments. 

3. There shall be a quarterly numerical grade for Scouting and 
for Citizenship Advancement Training (CAT). The students 
will have the remarks Pass-Fail at the end of the school year. 
A student who fails in CAT/Scouting will have to comply with the 
lacking requirements.

4. Letter grades for Deportment, Homeroom, Special Classes in 
Math and Science, Enrichment Class and Club Participation 
have corresponding numeric grade equivalent as shown in the 
table below:

5. Formative assessments should be maximized before 
summative assessments. Formative assessments may 
be recorded for monitoring. Summative assessments are 
recorded and graded. 

6. The Quarter Examination is a summative assessment. It shall 
be taken by the students before they submit products or do 
actual performances. 

7. For the computation of summative assessment scores, 50-base 
will continue to be used for 4th year students. With 50-base, 
a student has to get 50% of the total points to be considered 
passed.

 e.g. 10 out of 20 items     Computation:  10/20 x 50+50 = 75
     
References: 
DepEd Memo no. 158, s. 2011
Academic and Formation Programs Manual SY 2012-13

  Numeric Grade Letter Grade Equivalent
  90 – 100 A
  85 – 89 B
  80 – 84 C
  75 – 79 D
  74 below E
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D. HONORS AND AWARDS 
 Students who excel in academic performance are formally 

recognized during the Quarterly Reading of Honors and 
the Annual Recognition Program. 

 GRADES 7 - 10: K to 12 Basic Education Curriculum (BEC)

 The following are the guidelines in determining the honor 
students per quarter.

 Quarterly Reading of Honors and Awards
1. First Honors is awarded to a student who has met all of the 

following conditions:
a. has a General Average (GA) of 94% or above; 
b. has no grade below the Advanced (A) level in all 

subjects; and  
c. has a grade of A in Deportment.

2. Second Honors is awarded to a student who has met all of 
the following conditions:
a. has a General Average (GA) of 92% or above; 
b. has no grade below the Proficient (P) level in all 

subjects; and  
c. has a grade of at least B in Deportment.

3. Third Honors is awarded to a student who has met all of the 
following conditions:
a. has a General Average (GA) of 90% or above; 
a. has no grade below the Proficient (P) level in all 

subjects; and  
a. has a grade of at least B in Deportment.

4.   Merit Award is given to a student who has met all of the 
following conditions:
a.   has a General Average (GA) of 90% or above; 
b. has no grade below the Developing (D) level in all 

subjects; and  
c. has a grade of at least B in Deportment.

 Honor and Merit Cards are given to the Honor Students and 
Merit Awardees at the end of each grading period. 
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 Annual Academic Recognition

 The following are the guidelines in determining the honor 
students who qualify for the Annual Academic Recognition.

 At the end of the school year, students may qualify for academic 
honors and conduct excellence award based on the following criteria:

1.   First Honors is awarded to a student who has met all of the 
following conditions:
a. has a Final General Average (FGA) of 94% or above; 
b. has no grade below Proficient (P) level in any quarter
c. has no final grade below the Advanced (A) level in all 

subjects; 
d. has a final grade of A in Deportment; and
e.   has not been suspended within the school year.

2.   Second Honors is awarded to a student who has met all of the 
following conditions:
a. has a Final General Average (FGA) of 92% or above; 
b. has no grade below Proficient (P) level in any quarter
c. has no final grade below the Proficient (P) level in all 

subjects; 
d. has a final grade of at least B in Deportment; and
e. has not been suspended within the school year.

3.  Third Honors is awarded to a student who has met all of the 
following conditions:
a. has a Final General Average (FGA) of 90% or above; 
b. has no grade below Proficient (P) level in any quarter
c. has no final grade below the Proficient (P) level in all 

subjects; 
d. has a final grade of at least B in Deportment; and  
e.    has not been suspended within the school year.

4.  Annual Merit Award is given to a student who has met all of the 
following conditions:
a. has a Final General Average (FGA) of 90% or above; 
b. has no grade below the Developing (D) level in all subjects; 

and   
c. has not been suspended within the school year.
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5.   Deportment Excellence Award is awarded to a student who has 
met all of the following conditions:  

 a.   has a good attendance record;
 b.   has no tardiness;
 c.   has not incurred any infraction;
 d.  has a sense of volunteerism; and 
 e.   has no failing grade.

 Medallions are awarded to the top 3 students of the grade level. 
Gold medallion is given to the student with the highest final 
GA of the batch, Silver medallion to the second highest and 
the bronze medallion to the 3rd highest. Medals are given to 
all Honor Students. Medals are also given to Annual Merit and 
Deportment Excellence Awardees.

 The following are the guidelines in determining the honor 
students who qualify for the Graduation Honors and Awards.

       Graduation Honors

Academic Honors
In determining the Top Awardees for Graduation: the 
Valedictorian, Salutatorian, 1st Honorable Mention, 2nd Honorable 
Mention, and 3rd Honorable Mention, the following criteria are 
used: 

•	 60% Academic Excellence 
    This refers to the final GA of the student from Grades 7 -10 

with no grade below Approaching Proficiency (AP) level in 
any quarter and from Grades 8-10.

•	 30% Extra/Co-curricular Involvement
 This includes all activities participated in by the student from 

Grade 7-10.

•	 10% Conduct
 This refers to the average deportment grade of the student 

from Grade 7-10.

•	 Residency 
 This refers to the 4-year stay of the student in the Ateneo de 

Davao High School.

 The Top Awardees for Graduation are determined through 
ranking by the Academic Honors Committee. 
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 Students who do not qualify for the top awards may qualify 
for 1st, 2nd, 3rd Honors, and Graduation Merit Award based 
on the criteria that follow. These students must have stayed 
in the high school for at least two (2) years.

1. First Honors is awarded to a student who has met all of the 
following conditions:
a. has average Final GAs of 94% or above from Grade 7-10 

with no Final GA below the Advanced (A) level in all subjects;
b. has no grade below Proficient (P) in all subjects in any 

grade level;
c. has an average grade of A in Deportment; and
d. has not been suspended within the school year.

2.   Second Honors is awarded to a student who has met all of the 
following conditions:
a. has average Final GAs of 92% or above from Grade 7-10 

with no  Final GA below the Proficient (P) level in all subjects;
b. has no grade below Proficient (P) in all subjects in any 

grade level;
c. has an average grade of at least B in Deportment; and
d. has not been suspended within the school year.

3.  Third Honors is awarded to a student who has met all of the 
following conditions:

 a. has average Final GAs of 90% or above from Grade 7-10  
 with no Final GA below the Proficient (P) level in all subjects; 
b. has no grade below Proficient (P) in all subjects in any 

grade level;
c. has an average grade of at least B in Deportment; and
d. has not been suspended within the school year.

4.  Graduation Merit Award is given to a student who has met all of 
the following conditions:
a. has an average Final GAs of 90% or above from Grade 

7-10; 
b. has no final grade below the Developing (D) level in any 

subject and grade level; 
c. has an average grade of at least B in Deportment; and 
d. has not been suspended within the school year.

Academic Excellence Award

This award is given to a student who excels in a particular subject 
area from Grade 7 to 10 based on the following criteria:

•	 70 % Academic excellence;
 This refers to the average Final GAs in the subject area 

from Grade 7 to 10.
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•	 30% Involvement in Subject Area activities; and
 This includes all activities participated in and/ or contests 

joined by the student in and/or outside the school from 
Grade 7 to 10. 

•	 Has not been suspended within the school year                            

The Academic Excellence Awardees are determined through 
ranking by the Subject Area Teachers.

FOURTH YEAR: 2010 SECONDARY EDUCATION CURRICULUM 
(SEC)

The following are the guidelines in determining the honor students 
per quarter.

Quarterly Reading of Honors

1. First Honors is awarded to a student who has met all of the 
following conditions:
a. has a Weighted Percentage Average (WPA) of 95% or 

above;
b. has no grade lower than 90% in all subjects; and
c. has a grade of A in Deportment.

2. Second Honors is awarded to a student who has met all of the 
following conditions:
a. has a Weighted Percentage Average (WPA) of 93% or 

above;
b. has no grade lower than 87% in all subjects; and 
c. has a grade of B in Deportment.

3. Third Honors is awarded to a student who has met all of the 
following conditions:
a. has a Weighted Percentage Average (WPA) of 90% or 

above;
b. has no grade lower than 83% in all subjects; and 
c. has a grade of B in Deportment.

 Honor Cards are given to the Honor Students at the end of each 
grading period.

 Annual Academic Recognition

 At the end of the school year, students may qualify for academic 
honors and conduct excellence award based on the following 
criteria:
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1.   First Honors is awarded to a student who has met all of the 
following conditions:

 a.  has a final WPA of 95% or above;
 b. has no final grade lower than 90% in all subjects;
 c. has a final grade of A in Deportment; and
 d.  has not been suspended within the school year.

2.  Second Honors is awarded to a student who has met all of the 
following conditions:
a. has a final WPA of 93% or above;
b. has no final grade lower than 87% in all subjects;
c. has a final grade of B in Deportment; and 
d.    has not been suspended within the school year.

3.  Third Honors is awarded to a student who has met all of the 
following conditions:

 a. has a final WPA of 90% or above;
 b. has no final grade lower than 83% in all subjects;
 c. has a final grade of B  in Deportment; and
 d.   has not been suspended within the school year.

4.   Conduct Excellence Award is awarded to a student who has met 
all of the  following conditions: 

 a.   has a good attendance record;
 b.   has no tardiness;
 c.   has not incurred any infraction;
 d.   has a sense of volunteerism; and 
 e.   has no failing grade.

 Medallions are awarded to the top 3 students of the year level. 
Gold medallion is given to the student with the highest final WPA 
of the batch, Silver medallion to the second highest and the 
bronze medallion to the 3rd highest. Certificates of Recognition 
are given to all Honor Students.

Graduation Honors

 Academic Honors
 In determining the Top Awardees for Graduation: the 

Valedictorian, Salutatorian, 1st Honorable Mention, 2nd Honorable 
Mention, and 3rd Honorable Mention, the following criteria are 
used:

•	 60% Academic Excellence 
    This refers to the average final WPA of the student from 

1st year to 4th year with no failing grade in any subject in 1st 
year and the lowest grade of at least 83 from 2nd to 4th year.
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•	 30% Extra/Co-curricular Involvement
    This includes all activities participated in by the student 

from first year to fourth year.
•	 10 % Conduct
    This refers to the average deportment grade of the student 

from first year to fourth year.
•	 Residency 
 This refers to the 4-year stay of the student in the Ateneo de 

Davao High School. 
 The Top Awardees for Graduation are determined by the 

Academic Honors Committee. 

 Students who do not qualify for the top awards may qualify 
for 1st, 2nd, and 3rd Honors based on the following criteria 
provided that they have stayed in the high school for at 
least 2 years:

1. First Honors is awarded to a student who has met all of the 
following conditions:
a. has an average final WPA of 95% or above from 1st year to 

4th year with no failing grade in any subject;
b. has no final WPA lower than 90% in all subjects;
c. has an average grade of A in Deportment; and
d. has not been suspended within the school year.

2.  Second Honors is awarded to a student who has met all of the 
following conditions:
a. has an average final WPA of 93% or above from 1st year to 

4th year with no failing grade in any subject;
b. has no final WPA lower than 87% in all subjects;
c. has an average grade of B in Deportment; and
d. has not been suspended within the school year.

3.  Third Honors is awarded to a student who has met all of the 
following conditions:
a.   has an average final WPA of 90% or above from 1st year to 

4th year with no failing grade in any subject;
b. has no final WPA lower than 83% in all subjects;
c. has an average grade of B in Deportment; and 
d. has not been suspended within the school year.

 Academic Excellence Award

This award is given to a student who excels in a particular subject 
area from 1st yr to 4th yr based on the following criteria:

•	 70 % Academic excellence;
 This refers to the average final WPA in the subject area 

from 1st to 4th year.
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•	 30% Involvement in Subject Area activities; and
 This includes all activities participated in and/ or contests 

joined by the student in and/or outside the school from 1st 
to 4th year. 

•	 Has not been suspended within the school year.

 The Academic Excellence Awardees are determined by the 
Subject Area Teachers.

E.    Special Awards

 i.  Fortes-In-Fide Excellence Award. This is the highest 
merit award the Ateneo de Davao High School gives to 
a graduating student. It is given to a student who best 
exemplifies an ideal graduate; one who is able to balance 
academic excellence, character formation and community 
involvement. 

 ii. St. Ignatius Service Award. This award is given to a 
graduating student who best approximates the generosity 
and magnanimity of the Holy Founder of the Society of 
Jesus in the love and service of God’s people and for 
having shown deep and lasting commitment to the Jesuit 
vision of “Person for and with others”. 

 iii.  Ateneo Forever Award. This award is given to students 
who have completed their  elementary and secondary 
education at the Ateneo de Davao University.

F.  Examinations Policy

1.  A No Permit – No Exam policy will be followed during 
examination days. Examination permits are checked by 
the proctors.

2. A special exam may be given to a student during a single 
scheduled time. A student who fails to take this exam will 
get a zero.
2a. Special Examination Procedures

1.  The student presents an excuse letter to the Asst. 
Principal for Academic Affairs for approval at least 
two (2) days before the special exam. For planned 
absence, the excuse letter should be submitted before 
the regular exam schedule.
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2. For students who cannot take the exam due to financial 
reason, only those with the exam permit/temporary 
exam permit from the Cashier’s Office/Treasurer’s 
Office may take the special exams.

3.  The student presents the approved excuse letter to 
the G/YLC who will give the student the Request for 
Special Exams Form (RSEF).

4.  The student fills out the RSEF correctly (in triplicate – 
G/YLC’s copy, Class Moderator’s copy and Student’s 
copy).

5.  The parent/guardian affixes his/her signature on the 
form.

6.  The student presents the RSEF to the Class Moderator 
(CM) then to the YLC for signature.

7. The G/YLC keeps a copy of the RSEF. He/She gives a 
copy to the CM and to the student.

8.  The CM makes a follow-up with the student to ensure 
that the RSEF has been processed. 

9.  Student reports promptly to the appointed place and 
time to take the special exam. The YLC/proctor signs 
the RSEF.

G.  For Non-Catholic Students

The Ateneo de Davao is a Catholic institution. All students 
who enroll in this school, regardless of their personal faith and 
religious affiliations, are required to fulfill the course requirement 
of the Christian Life Education (CLE) Program. Muslim students 
are encouraged to join the formative activities recommended by 
the AdDU Al Qalam.

H. Varsity Players

Policies:

As a member of the Ateneo de Davao High School, all student-
athletes should abide by the promulgated policies of the 
institution over and above the rules governing their conduct as 
a student-athlete.

1. On Academics
1.1.  A student-athlete who is placed on academic probation 

is not allowed to participate in any varsity team for the 
school year.
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1.2. A student-athlete who fails a subject in a grading/ 
quarter in the current school year is suspended from 
playing (practices and games) in the team for the next 
grading/quarter or succeeding quarters until he/she 
passes the subject.

1.3. In the event that a player is suspended (due to a 
failing mark), he/she has to attend his/her weekly CAT/
Scouting session for the entire quarter.

1.4. All members of the varsity team will be part of the 
special program of the CAT/Scouting. They are to 
report to their CAT/Scout Leaders only once a month 
(every first week schedule of the month).

1.5. In lieu of the CAT/Scouting grade, the coaches will 
give the rating to each student-athlete based on the 
following components:

a) Attendance  10%
b) Participation 20%
c) Competence 20%
d) Sportsmanship and Character 30%
e) Leadership   20%

2.  On Discipline 
2.1. A student-athlete placed under Disciplinary Probation 

or Strict Disciplinary Probation [DP or SDP] based on 
the previous school year’s record is not allowed to 
participate in any varsity team for the current school 
year.

2.2. A student-athlete who commits a major or serious 
disciplinary offense is suspended (dropped from the 
active roster) from the team for the rest of the school 
year.

2.3. A student-athlete who accumulated excessive minor 
offenses of same or different nature is suspended 
(dropped from the active roster) from playing with the 
team for the rest of school year.

3. On Sports Conduct
An Ateneo de Davao High School student-athlete is a person 
with a high standard of values and a model of discipline.  At 
the same time, he/she stands in the forefront of the good name 
and the beliefs of the school and participates as an official 
representative of the school.  As such, he/she must continually 
display self-control and respect in any tournaments or games 
regardless of the outcome of the event.

1.  A student-athlete who is involved in fracas or melee in 
any in-school or out-school game is suspended from 
playing with the team for a grading/quarter.



93

2.  A student-athlete who displays gross aggressive 
behavior, whether verbally or physically, that demeans 
or injures another is suspended from playing with the 
team for a grading/quarter.

3.  A student-athlete who displays conduct detrimental 
to the good name of the school and/or his/her team 
during practices or official games, is suspended from 
playing for one official game or its equivalent.

GUIDELINES ON HANDLING STUDENT ABSENCES

Regularity of attendance is required in all classes. The following are 
the general guidelines on class attendance and absences:

1. Attendance is required of all students. Attendance is counted 
from the first day of regular classes, regardless of the date of 
the student’s enrolment. Students are expected to attend every 
scheduled class on time each day unless there is a legitimate 
reason for an excused absence.

2. As provided in Article 15, Section 83 of  the Manual of 
Regulations for Private Schools, a student who incurs absences 
of more than twenty percent (20%) of the prescribed number 
of class days or laboratory periods during the school year is 
considered dropped.

3. Only a very serious reason will excuse the students from 
attending classes. A limited number of situations and 
circumstances are considered lawful reasons for a student to 
be absent from school. The reasons are:
a. death in the immediate family,
b. illness (with medical certificate), 
c. activity sanctioned by the school (tournament, contest, 

seminar and the like)  
d. force majeure (unexpected and disruptive event, inevitable 

and unavoidable casualty or “Act of God” eg. natural 
calamity, flood, fire, accident and the like)  

e. security (well-being is threatened by external factors)
4. On the day the student is absent, parents/official guardians are 

required to contact the respective Grade/Year Level Coordinator 
(GLC/YLC). 

 The YLC/GLC 
a. deals with short-term (1-3 days) excused (within the 5 

valid reasons) absences. 
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b. deals with short-term unexcused absences and informs 
the parent/guardian that his/her son/daughter is not 
excused from assessments during the student’s absence.

c. refers to the Assistant Principal-Academics (AP-A) long 
term excused or unexcused absences (4 days or more) or 
cases requiring the AP-A’s decision.

d. informs the class moderator promptly of a student’s 
absence.

e. makes use of the available record of students accessible 
from the Prefect’s office when necessary for conference 
with parent/guardian.

5. Upon returning to school, the student should present to the 
class moderator an excuse letter signed either by a parent or 
official guardian. This letter should include, but not limited to the 
following information: student’s name, date, reason for absence, 
and parent’s/guardian’s signature but does not necessarily 
excuse the student from taking the class assessment that he/
she misses nor give him/her the opportunity to take whatever 
class assessment he/she misses. The school reserves the right 
to evaluate the merit of the excuse letter. 

6. On EXCUSED ABSENCES

For Summative Assessments 
 The teacher will do any of the following or a combination of the 

following as he/she deems it necessary:
a. give all the missed assessments.
b. deduct the missed points from the total number of points.
c. provide alternative assessments.
d. give an alternative performance task.
e. accept late product performance.

 The YLC/GLC will administer the special examination.

 Depending on the complexity of the assessment/s the student 
will accomplish/take the missed/alternative assessment/s 
within three (3) school days after reporting back to school or as 
scheduled by the school (for examination).

 It is the student’s responsibility to approach his/her teacher to 
ask for/inquire about the missed assessments within three (3) 
school days; otherwise, he/she forfeits the considerations to be 
extended to him/her.
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7. On OTHER ABSENCES 
 Rationale: The discretionary authority is vested on the school 

head, and may not be availed of by a student nor granted 
by a faculty member without the consent of the school head. 
(Education Law and the Private Schools Article XIV School 
Discipline Section 73)

 There are other absences whose reasons do not fall within the 
five (5) abovementioned valid reasons. These shall be dealt with 
by the Principal.

 The request for foreseen absence should be made in writing five 
(5) days before the absence occurs. Provisions in 4.1, 4.2 and 
4.3 will be followed.

8. On LATE ENROLLMENT
 The school opening-closing in other countries does not coincide 

with the Philippines’. 
 
 In a year, ADDU has about .004% students who enroll late for 

reasons of financial constraint, impending transfer of residence, 
or transfer of parent’s work location. ADDU accepts late 
registration for both Filipino and foreign students within July 
only.

For Summative Assessments (Grades 7-9)  
The teacher will 

a. compute based only on assessments taken since the 
student joined the class.

b. give at least one (1) assessment for each of: knowledge, 
process or skills and understanding  which will be the 
only source/s of scores. (If first provision does not apply.) 

c. give alternative for performance task.
d. accept late product performance.

For Summative Assessments (Fourth Year)
For components: Participation and Test 
The teacher will 

a. compute based only on assessments taken since the 
student joined the class.

b. give at least one (1) assessment for each component 
which will be the only source/s of scores. (If first provision 
does not apply.) 
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For components:  Performance Task (Product/Performance) and 
Examination
 The teacher will 

a. give alternative for performance task.
b. accept late product performance.

 The YLC/GLC will administer the special examination.

9. VERBAL and VISUAL REMINDERS

Rationale:   In dealing with adolescents, visual reminder is an 
effective reinforcement to a  verbal one. (Villasor)  

A student who has been absent asks the concerned teacher/s 
about the missed  assessments and attend to them within three 
(3) days.

a. The class moderator will give a verbal reminder to his/
her class by announcing to the class the provisions for 
EXCUSED ABSENCES. 

b. The YLC will print a copy (for each class) of the same 
provisions and distribute to the class moderators for the 
latter to post on a conspicuous spot  in  the classroom.         

 References: Student Handbook, Education Law and the Private Schools and DepEd Order



97

CHARACTER FORMATION

Academic excellence is not the sole objective of Jesuit education. 
The Atenean is a person who is not only intellectually developed but 
who is socially formed, trained and equipped. Thus, the academic 
formation is coupled with the character formation of students 
beyond  classroom experiences. Character formation is enhanced 
through the different  programs and activities: the academic and 
non-academic clubs and organizations  coordinated by  the Office 
of Students Activities; the Psych Ed classes, Counseling Services 
and other services of the Student Development Center; Retreats, 
Recollections, Christian and Involvement Programs and other 
Spiritual activities  taken care of by the Campus Ministry Office;  the 
Sports Program handled by the Sports Coordinator; the CAT of fourth 
year students and  the Boy/Girl Scouts Program of the lower years.  
All these programs and activities are geared towards the integral and 
holistic formation of the Ateneo High School students.

STUDENT SERVICES

A. Student Development Center

The Student Development Center (SDC), the guidance and 
counseling office of the Ateneo High School envisions confident, 
resilient, and academically excellent students by facilitating their 
psychological-emotional growth through systematized and structured 
services. It assists each individual to become a fully functional person 
capable of maintaining healthy social relationships, performing as a 
responsible citizen of the community, and capable of being part of 
the larger community and contributing to the society.

Guidance and Counseling, broadly interpreted, is the concern of 
every faculty member, class moderator and the SDC staff. The 
guidance program includes the following services:

1.  Individual Analysis/Inventory Service  – maintains a 
continuing study of each student through an organized 
record of information about his/her socio-economic-
education-cultural origin and background, intellectual 
growth and academic achievement; health data and other 
pertinent information gathered through tests, interviews 
anecdotal records, autobiography, log notes and other non-
test methods.
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2.  Counseling Service – seeks to help each individual student 
make adjustments, plans, choices to facilitate change in 
behavior to help restore or preserve positive self-esteem, 
to resolve problems, to improve and maximize personal 
effectiveness for decision - making to learn how to make 
decisions and setting realistic goals in life.

3.  Testing Service – aims to assist each student to gain 
a realistic view of him/her through interpretation of 
psychological tests that measure intelligence or mental 
ability, aptitudes, interests, achievements, personality traits 
or tendencies, study habits, social growth and adjustment.

4.  Orientation and Information Service – aims to provide 
necessary information about the school, its philosophy 
and objectives, rules and regulations, and other pertinent 
matters that can facilitate adjustment and develop the feeling 
of belongingness to the school, especially among the new 
students.  It also handles the responsibility of collecting, 
assimilating and disseminating educational, occupational, 
vocational information and other essential facts concerning 
personal, social, psychological adjustment needed by 
students.  These services are related with Counseling, 
Individual Inventory, Vocation-Career Guidance Service, 
Referral Service and Testing Service.

5.  Placement Service – aims to extend direct assistance 
to students to achieve necessary adjustments in certain 
curricular and co-curricular activities in school that suit their 
interests, abilities and needs.

6.  Vocational and Career Guidance Service – attempts 
to help students make realistic career choices and goals 
relative to their interests, needs, aptitudes, abilities.  It 
exposes students to value-oriented career men and women 
in various fields.

7.  Remedial and Enrichment Service – aims to provide/
coordinate with the Moderators and Subject Area Teachers 
in making provisions for academic success and further 
development of special aptitudes of students.

8.  Referral and Follow-up Service – provides assistance 
to students by recommending them to a more specialized 
and appropriate agency inside and outside the school for 
needed help that is beyond the competency or area of 
responsibility of the guidance staff. It further attempts to 
follow-up graduates, school leaders, and counselees with 
special problems.
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9.  Psychology Education Class – aims to provide 
group interaction activities to a relatively large group of 
students through group dynamics and structured learning 
experiences, group discussion and other forms of interaction 
for the purpose of formulating better attitudes.

10.  Research and Evaluation Service – determines the extent 
to which the guidance program responds to the needs of 
the clientele, the school and the community it serves.  

11.  Service to the Administrators, Parents and Teachers 
– gives information, consultation service and counseling 
service, as well as in-service training to administrators, 
faculty and staff about guidance and other needs. 
Parents/guardians are served through consultations and 
conferences to gain better understanding about their son’s/
daughter’s problems and needs.  

B.   Campus Ministry Office

Vision
The Campus Ministry Office (CMO) envisions members of the 
community who are set aflame by the love of God, anchored on 
the person and teaching of Jesus, rooted in the spirituality of St. 
Ignatius advocating the humanistic tradition of Jesuit Education and 
empowered by the Holy Spirit to recognize their own dignity and 
worth so that they may reach out to others and collaborate in building 
God’s kingdom  here on earth. 

Mission
The Campus Ministry Program is an expression of the Church’s 
special desire to be present to everyone in the school community 
and in the local community where the school is located.  It seeks to 
proclaim the Good News and gather all members of the community 
on campus: to form faith community, to form a Christian conscience, 
to live faith that does  justice, to facilitate personal development, and 
to help develop future leaders for the Church and society.

Goals
The office assists the Deputy Assistant Principal for Formation in the 
continuous spiritual formation for students, administrators, faculty, 
staff and parents (ie., recollections, retreats, liturgical and para-
liturgical celebrations, the dispensing of the sacraments-especially 
Eucharist and Reconciliation, prayer services and devotional prayers 
and the Christian Service and Learning Program (CSLP).
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Programs and Services:

I.  Students’ Spiritual Formation

1. Recollections
1.1. First Year:   Theme: Discovering God’s Gift of love

   
Seen in the context  as first year students, the 
recollection will  provide space for students to  re-
experience  and celebrate their gifts that God has  
given them in  life, thus strengthen their faith based on 
this experience of the God  who loves them.

   
1.2. Second Year: Theme: Knowing, Loving and Following 

Christ
  

Seen in the context as second year students who are 
in transition to establish friendship with others in the 
community, the recollection  will  provide opportune 
moments for our students  towards deepening  their  
intimate   friendship  and commitment with Jesus  to 
see Him more clearly, love Him more dearly and follow 
Him more nearly.    

1.3. Third Year: Theme: Following Christ Under the Banner 
of the Cross

Seen  in the context as third year students who are 
on the crossroad  to discernment process  on moral 
issues,  the recollection  is aimed at  awakening the 
students’  consciousness to understand more clearly 
Christ’s personal call – Christ invitation  – to deepen 
intimacy and to respond to Christ’s  call to loving 
services under the Banner of the Cross.

2. Retreats
2.1 Fourth Year:  Theme: Finding and Encountering God in 

My Life

Seen in the context as fourth year students who 
have almost completed the four years of academic 
and spiritual formation, the 2-day retreat will provide 
opportunities to look back  to their life’s journey  and   
hopefully  recognize their defining moments with God 
who  is so  loving and  forgiving   despite their limitations  
and shortcomings, to be  grateful of the rich treasured 
experiences and to  envision the future with much hope 
and aspirations.

  
2.1. Emmaus Weekend Retreat provides avenue for 

students  to deepen their personal relationship with 
Jesus through weekend retreat  across the year levels.
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II.  Communal Celebrations

1. Mass of the Holy Spirit at the beginning of the school year
2. Monthly Community Masses 
3. Masses on School Feast days 
4. Daily Mass at St. John Berchman’s Chapel
5. Sacrament of Reconciliation
6. Devotion to Our Lady of the Assumption, the School’s 

Patroness
7. Praying the Rosary and other  devotions

III.  Chaplaincy for Liturgical, Sacramental Celebrations, 
Devotional Practices and Spiritual Directions

 As the school’s mission of appropriating the mission of the 
Society of Jesus and the spirituality of St. Ignatius, one Jesuit 
priest is assigned in the high school to lead our liturgical and 
devotional celebrations. He also makes himself available to 
members of the community for spiritual direction.

IV.  Christian  Service and Learning Program (C.S.L.P.)

Vision-Mission
The C.S.L.P. is an apostolate and community engagement of the 
Ateneo de Davao High School which leads the students, teachers, 
staff and administrators to enkindle and nurture the spirit of genuine 
Christian service to the community, as a loving response to God’s 
love.

The program draws its strength, inspiration, and direction from the 
teachings of Christ as embodied by the Church and as exemplified 
by St. Ignatius of Loyola.

It shares the Ateneo’s vision and mission of forming leaders for the 
Philippine Church and Society through the promotion and service of 
faith that does justice for peace and harmony with human well-being, 
the Church, the environment, and God. 

Thus, the C.S.L.P. promotes among the students, faculty and staff:

	 a personal friendship with Christ which will inspire them 
to serve others, especially the poor;

	 a realistic knowledge of the world and its radical goodness; 
the reality and effects of sin, and the need for conversion 
and transformation;

	 a realistic knowledge, love, and acceptance of self that 
will lead to reaching its full potential;

	 a commitment and a way of life that uphold justice, charity 
compassion, faithfulness and love for others, following the 
very example of Christ in the Gospel.

 a conviction to respond to the responsibility of stewardship 
of God’s creation
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The C.S.L.P. has the following dimensions:

1. LEARNING
 It is the awakening of the desires to serve through instruction 

of a realistic knowledge of the world most especially in the 
local community and assistance in the “formation of men 
and women who will put their beliefs and attitudes into 
practice throughout their lives” (CJE 73).

        1.1. CSLP DIAGRAM

 Through the instruction in the classroom – the students 
are brought into awareness of the realities of the world 
specifically the local community and the church’s viewpoint 
of these realities. This instruction will now be broadened by 
their engagement and service in the community. After their 
experience of service, this will now be brought back to their 
instruction for processing, reflection, and synthesis. 

2. SERVICE
 This provides a deeper awareness and understanding of 

the conditions and the actual plight of those who cannot 
protect themselves. Through this awareness, a direct and a 
concrete service is the response to the different conditions 
and issues of the times. This particular action helps the 
High School community enrich its participation to the 
mission of the Church, and deepens its sense of reflective 
and discerning abilities that will lead to social responsibility 
and Christian commitment of service. This service is guided 
by needs assessment surveys and research.

GRADE/YEAR LEVEL SERVICE PROGRAM THEMES

The Grade 7  Program

1. CO-CREATORSHIP
 This program empowers the students to effect change 

in the environment. They respond to the call of nurturing 
God’s creation through tree-planting and its sustenance.

2. DIGNITY OF HUMAN WORK
 This activity enhances the students’ awareness and 

appreciation of human work. They are further led to a deeper 
realization of the significance of labor in human life by 
being exposed to the life of the contractual maintenance 
and personnel in school.
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The Grade 8 Program

1.  STEWARDSHIP
 The students act as young stewards and helpers for the 

other young people they will befriend outside the school 
community. They are going to be introduced to the grade school 
students of  S.I.R. Elementary School and their own parishes. 
This broadens the students’ horizon as they encounter other 
young people from different walks of life.

2.  INTIMACY
 In their interactions with the S.I.R. Students and parishioners, 

the Ateneans are given the opportunity to share their life 
experiences and to listen to the experiences of their new 
friends. This avenue for the deeper intimacy may enrich their 
world view and outlook in life. In this program, love for neighbors 
is given emphasis as  students recognize and experience God’s 
presence in others.

The Grade 9 Program

1. CHRISTIAN SERVICE
 The third year students will be exposed to the different 

areas where the practice of morality is hopefully observed; 
and the effects of decisions done in the absence of Ignatian 
discernment.

FOURTH YEAR

1. SOCIAL RESPONSIBILITY
 The fourth year students are exposed to the different 

charitable institutions to increase their awareness of the 
many efforts of building a just and humane world as a 
response of the Church’s Social Teachings. This experience, 
hopefully, encourages the students to actively involve 
themselves in working for such a cause, as a response to 
Christ’s call to continue His saving mission.

C. Student Activities

I. Introduction

Ateneo de Davao High School is a Filipino Jesuit Community that 
aims to enrich the total formation of students through the principles 
guided by the book, Characteristics of a Jesuit Education. Included 
here are:
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1.1 The total formation of each individual within community.
i. God is especially revealed in the mystery of the human 

person, “created in the image and likeness of God”;11 Jesuit 
education, therefore, probes the meaning of human life and 
is concerned with the total formation of each student as an 
individual personally loved by God. The objective of Jesuit 
education is to assist in the fullest possible development of 
all of the God-given talents of each individual person as a 
member of the human community.

ii. While it continues to give emphasis to the traditional 
humanistic studies that are essential for an understanding 
of the human person, Jesuit education also includes a 
careful and critical study of technology together with the 
physical and social sciences.

iii. In Jesuit education, particular care is given to the 
development of the imaginative, the affective, and the 
creative dimensions of each student in all courses of study. 
These dimensions enrich learning and prevent it from being 
merely intellectual. They are essential in the formation of 
the whole person and are a way to discover God as He 
reveals Himself through beauty. For these same reasons, 
Jesuit education includes opportunities -through course 
work and through extracurricular activities - for all students 
to come to an appreciation of literature, aesthetics, music 
and the fine arts.

1.2 A religious dimension that permeates the entire education.
i. Every aspect of the educational process can lead, 

ultimately, to worship of God present and at work in 
creation, and to reverence for creation as it mirrors God. 
Worship and reverence are parts of the life of the school 
community; they are expressed in personal prayer and in 
appropriate community forms of worship. The intellectual, 
the imaginative and affective, the creative, and the physical 
development of each student, along with the sense of 
wonder that is an aspect of every course and of the life of 
the school as a whole -all can help students to discover 
God active in history and in creation.

1.3 An apostolic instrument
i. While it respects the integrity of academic disciplines, 

the concern of Jesuit education is preparation for life, 
which is itself a preparation for eternal life. Formation of 
the individual is not an abstract end; Jesuit education is 
also concerned with the ways in which students will make 
use of their formation within the human community, in the 
service of others “for the praise, reverence, and service of 
God”. The success of Jesuit education is measured not in 
terms of academic performance of students or professional 
competence of teachers, but rather in terms of this quality 
of life.
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Student clubs/organizations are a major source of interaction and 
involvement at the Ateneo de Davao High School. They are an 
essential part of the Ateneo de Davao High School community and 
are an integral part of the total academic program.  They offer a 
wide variety of student organizations that reflect diversity of student 
interests. Co-curricular involvement through student organizations 
allows students to explore, broadens their interests, tests and 
improves skills in leadership, interpersonal relations, organizational 
development, and group dynamics. The presence of a diverse 
group of organizations is in the best interest of the high school and 
its students. These organizations provide valuable experiences for 
students who are eager to lead to learn, development and create a 
sense of belongingness in the campus.

The Student Activity Program is the crossroads for community life at 
Ateneo High School.  It serves all members of the high school in a 
celebration of diversity and student life. 

The student activity center is more than a building: It is an 
organization and a program. It contributes cultural, social and 
recreational programs and services that are integral parts of the high 
school mission. It serves as a laboratory for training students in social 
responsibility and for leadership in a complex society. It encourages 
self-directed activity and the free exchange of ideas. 

The program provides and promotes maximum opportunity for self-
realization and growth in individual social competency and group 
effectiveness. Its goal is the development of the whole person. As 
the “living room” of the high school, the Student Activity Center is 
a unifying force in campus life, cultivating enduring regard for and 
loyalty to Ateneo High School.

Student organizations provide a valuable service to the high school 
community by promoting leadership development, community spirit, 
public service, and social and even cultural interaction. 

II. Mission/Vision

The Student Activities Program envisions a mutually supportive, 
positive, symbiotic and inter-active learning environment where 
club members have the opportunity to develop theiracademic, 
communication, leadership, aesthetic and athletic skills through 
meaningful and productive club activities that will foster self- 
confidenceand personal growth making them more God centered, 
compassionate, committed, competent and conscientious. It further 
empowers them to achieve their full potential both in academic and 
non-academic undertakings to make them well-rounded individuals.
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III. Program Objectives

The Student Activities Program aims

1. to be one with the school’s mission and vision of forming 
holistic individuals that contributes to and engages in the 
global world. 

2. to develop sui generis leaders that are conscientious of 
other’s needs

3. to promote cultural appreciation, sensitivity and 
transformation through the various programs of the different 
clubs and organizations

4. to address various student needs and interests that would 
lead them to self-actualization and affirmation.

5. to encourage student empowerment through theoretical 
and hands on trainings, projects, and the prudent but 
explicit bestowing of responsibilities and accountabilities

IV. Program Scope and Structure

In line with it’s objectives the Student Activities Program highly 
encourages student participation in different activities that totally 
cater their needs through it’s main principle which states that every 
student should “think more, do more, be more, get involved.”

To achieve this, the program follows a structure to promote harmony 
and proper channeling of communication and activities. The different 
clubs and organizations are divided into clusters. These clubs and 
organizations reinforce learning by developing the skills of the 
students in the different academic and no-academic fields. They 
include all activities that are concerned with the improvement and 
enhancement of the academic experience, and some go beyond the 
requirements of the academic instruction. They include all activities 
that are geared towards developing their performing, aesthetic, 
artistic, culinary, musical and athletic skills. 

Here are the list of the different organizations and club offerings of 
the school. 

V. Major School Organizations

The school organizations are expected to come up with major 
outputs that will involve the whole student body. They are expected 
to carry out and initiate major school activities in the high school and 
in the university.
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1. Ateneo Students’ Executive Council – is the governing 
student body of the school. It is responsible for planning, 
organizing and carrying out of many school activities. It 
serves as the communication channel between the students 
and other sectors of community. It upholds the rights and 
general welfare of the students and works hand in hand 
with the school to ensure development of well-rounded 
Ateneans. As the governing student body the group is also 
responsible for coordinating the different activities of the 
students and become leaders by example. The ASEC has 
it’s sub committees that initiates certain functions that help 
carry out the major programs for the students.

•	 COMELEC – is the non-partisan arm of the ASEC 
that conducts the different general elections in 
school, organizes the different core groups of 
the different year level and creates/maintain the 
school’s two major political parties.

•	 Year Level Core Groups – serves as the year 
levels planning body and helps out in the different 
activities of the year level. They are in close 
coordination with the YLC. The different year level 
representatives lead the Core group.

•	 The Assembly of Club Presidents – is the arm 
of the student council that is composed of the 
different club presidents. This group ensures 
that different clubs are performing their goals 
and objectives and helps out the moderators in 
monitoring active participation in the different 
activities of the student body. This group is led by 
the External Vice President of the ASEC.

•	 The Council of Class Presidents – is composed 
of the different class presidents from the different 
year levels. This group helps out in disseminating 
proper information to the different classes and 
helps the class moderators in maintaining 
discipline in the different year levels. This arm of 
the ASEC is led by the Internal Vice President.



108

2. Blue Knight – prepares the quarterly issues of the school 
paper, aims to inform the student body of events in and 
out of the school, promote truth and justice, and develop 
the talents of student writers. The groups main objective is 
to produce 4 issues in a year – a tabloid after the fiesta, a 
literary portfolio featuring different original work of student 
(no articles from the internet), a magazine that highlights 
the events of the year and year end tabloid that features 
stories about the graduating class and different student 
achievements for the year.

3. Shield – produces the high school yearbook. The group is 
also responsible for planning and organizing the fund raising 
campaign for the Shield Scholarship Fund. Membership is 
open to students from the second to fourth year levels only. 
The group’s main objective is to give out the yearbook on or 
before the graduation day so the graduating class can truly 
appreciate the value of their hard work for the school year.

4. Teatro Ateneo – is Ateneo High school’s official theater 
company/repertory group which aims to provide its 
members a deeper knowledge of theater arts and be 
formed as performers of utmost discipline. It aims to 
develop holistic individuals of great discipline and formation 
through the various skills and talents that they offer in their 
theater/movie performances. It gives opportunities for 
its members to develop and share their talents to others 
through trainings, workshops and annual stage/movie 
presentation. The group is responsible for producing major 
annual productions that would highlight the school’s mission 
and vision and the different talents of the community.It is an 
apostolate that uses theater, film and music in spreading 
the word of God. 

VI. School Clubs and Groups

The school clubs and groups are divided into different clusters. These 
are groups that provide for the more specific needs of the students. 
The clubs and groups are tapped by the school to create particular 
tasks and promote certain programs that develop the students to 
be better in their chosen crafts. Since they cater to a more specific 
group, these clubs and groups are further subdivided into clusters.

Culture and Arts Cluster – This cluster develops the specific artistic 
skills like visual arts, dance/choreography and music while promoting 
the Filipino culture or appreciating other’s cultures.
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1. Art Club – aims  to develop the artistic and creative  
talents and skills of the students and provide 
opportunities for service.  The group is the one 
responsible for creating the different backdrops for 
school activities. The group will also have to come up 
with an Annual Art Exhibit that highlights the best works 
of the members. The said exhibit is to be done in a 
major venue in Davao like a mall or art museums.

2. Ateneo Dance Troupe - aims to develop among 
the students the grace and skills in cultural and folk 
dancing. They are to develop their skills in different 
dance techniques ranging from different ethnic and 
national dances that would promote the school’s major 
thrust in the promotion of culture and the arts. The club 
provides intermission numbers during school programs 
and other activities. The group is expected to join out of 
school cultural dance competitions.

3. Ateneo Dance League – aims to develop among the 
students the grace and skills in contemporary dancing. 
They are to develop their skills in different dance 
techniques ranging from to hip-hop to ballroom to 
aerobics, to modern to neo-ethnic. The club provides 
intermission numbers during school programs and 
other activities. The group is expected to have an 
annual dance recital that will feature their best talents.

4. Ateneo Music Society – Aims to develop the skills 
of the members in playing musical instruments. It 
enhances the musical inclination of the students by 
providing them hands-on experiences in manipulating 
varied musical instruments. The group will undergo 
workshops that will enhance their music skills and are 
being challenged to come up with their own repertoire 
for school functions.

Spiritual and Evangelization Cluster – This cluster develops, 
initiates and promotes different activities for spiritual formation of its 
members and at the same time serving God in more creative ways.

1. Ateneo Chorale Ensemble – aims to provide venue 
for talented singers to develop their talents through 
voice workshops and training. The group is to promote 
the concept of St. Augustine that singing is praying 
twice.  This is the liturgical choir of the high school. 
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2. Ateneo Society for Christ – aims to involve students 
in different formation activities that will help hone 
their skills and potentials as individuals who put the 
teachings of Christ into action.

3. Ateneo Lector’s Club – aims to provide training in 
communication to prepare students who wish to serve 
during masses. The group is expected to have a pool 
of talents for daily masses and university para-liturgies.

4. The Society of First Companions – aims to develop 
among its members a deep friendship with Jesus 
Christ, a strong spiritual life, a deep awareness of 
God and a greater sensitivity to God’s people in need 
through spiritual and apostolic activities. Its members 
are actively involved in liturgical activities wherein they 
are expected to be the altar servers. 

5. Youth Christian Life Community – aims to get the 
members and other students actively involved in 
spiritual activities by exposing them to various religious 
rites that will help enhance their love for Christ.  
Moreover, this club gives premium to spiritual activities. 
And through these activies, students are given the 
chance to be involved in different rites that intend to 
develop deep love for Jesus Christ. It serves as a 
catalyst for change through Christian role modeling.

6. Youth for Christ – aims to assist its members to have 
a more personal and meaningful relationship with 
Jesus Christ, the Lord ,Savior and friend through its 
praise and worship activities, community service to 
the poor and youth camps.

Speech and Communication Cluster – hones the communication 
skills of its members by exposing them to different media and letting 
them compete in different contests. 

1. Ateneo Debate Society – aims to develop the logical 
thinking skills of the students by analyzing the different 
issues ranging from social, economic, personal, 
spiritual, political and psycho-social issues. The 
group is the school’s official representative to various 
competitions in the in and out of the country.

2. Poetry Club -- aims to develop the poetic skills of the 
members by exposing them to different poetry writing 
and poetry reading activities. It further aims at tapping 
members to participate in poetry writing and reading 
competitions either locally or nationally. Their works 
will be featured in the school paper.
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3. Public Speakers Guild – aims to develop the 
communication skills of the members through varied 
speaking activities such as Elocution, Declamation, 
Extemporaneous and Smart Talking. It further exposes 
the students to different speaking activities such as disc 
jockeying, emceeing, Facilitating Panel Discussion 
or Focused Group Discussions, and Hosting different 
occasions thus developing the confidence of the 
students in facing the audience. The club hopes to 
develop a pool of talents that will host the school’s 
different events.

Logical Skills and Science Cluster – promotes appreciation and 
promotions of analytical thinking that leads to a great realization of 
how these skills could help in promoting save our environment.

1. Ateneo Environmental Conservation Society – aims 
to provide its members the opportunity to promote, 
cultivate and encourage environmental protection 
and conservation of Philippine flora and fauna and 
to expose its members to the continuing search for 
environmental protection and wildlife conservation. The 
group should be able to coordinate with the school’s 
ECOTENEO program and come up with different 
activities for outreach. Outreach programs that has 
to do with teaching the school’s adopted community 
life skills that promote environmental preservation and 
protection.

2. Ateneo Society of Computer Enthusiasts – aims 
to enhance the members’ computer skills particularly 
in the field of web page designing and to encourage 
learning and discipline by promoting responsible use 
of the Internet and social networking site. The group 
is to provide opportunities for members to share their 
computer skills by giving them the responsibility to 
create, update and maintain the school web page where 
major announcements of different school activities will 
be highlighted. They also promote responsible use of 
social networking sites.

3. The Filmmakers Group of Ateneo – aims to develop 
the filmmaking and production management skills of 
students. This group is the production arm of Teatro 
Ateneo. The group gives each member the needed 
training for the members to be equipped with filmmaking 
skills through workshops and hands-on training.
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4. Loyola Photography Society – aims to develop the 
photography skills of its members through workshops. 
The club is tasked to document different school 
activities and coordinate with the school publications 
and the filmmakers club so their pictures can used. 
The group is also expected to have a photo exhibit that 
will feature the works of their members. The artworks 
of the members will be exhibited in popular Davao 
venues like a mall activity areas or art museums.  

5. Math Clubs I & II – aim to encourage the gifted 
students of Math to help out their peers in sharing their 
knowledge and at the same time sharpen their skills by 
constant challenges that are more related to real life 
situations.

6. Science Clubs I–IV – aim to expose its members to 
situations conducive to the enhancement of leadership 
potentials and capabilities; keeps its members abreast 
with current scientific issues through shared discussion; 
sponsor scientific exhibits/fairs and contests in the 
school, and participates in inter-school activities like 
essay writing contests and science quizzes. 

Sports Cluster – develops sportsmanship and promotes physical 
well-being of students.

1. Brebeuf Clubs I-IV – aims to develop leadership, 
responsibility and service in the area of sports. The 
members officiate and promote friendly games within 
its members after school hours to promote health and 
wellness. This is also a good venue for students to develop 
sportsmanship and the value of discipline even if they are 
not varsity players.

Special Skills and Interest Cluster – enhances the varied and 
special skills of students like cooking, first aid training, and reading, 
to name a few.

1. Culinary Arts Club – aims to teach the members 
more advanced cooking techniques and promote 
cooking demonstrations that would help them in 
their future endeavors. The group is to conduct 
bake sales for outreach programs of the school.
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2. Peer Facilitator’s League – aims to help out the 
SDC in counseling students that have personal or 
academic problems. The group will be equipped 
with counseling skills through workshops and 
trainings.

3. Red Cross Youth – aims to equip its members 
with the first aid skills in order to give immediate 
assistance to people who have minor injuries. It 
also develops the spirit of volunteerism among 
students especially during activities or situation 
that calls for their help. The group is to join 
different competitions in school and are expected 
to volunteer during major school activities. 

5. Rizal Book Club and Historical Society – aims to 
stimulate a wider appreciation and love for literature and 
other printed materials among its members. Its members 
also help the library staff in carrying out services as part 
of their training in library usage. They are to conduct book 
meet monthly to influence the community to read more and 
develop more appreciation for our own heritage.

6. Samahang Filipino – aims to develop deeper love for the 
Filipino heritage and language through various activities, 
contests and projects. They are to promote the Filipino 
culture through various activities in coordination with other 
organizations.

VII. Duties and Responsibilities of Club/ Organization 
Members

As member of a legitimate club, each one;
1. is required to attend all the meetings called for by the club 

moderator or by the club president.

2. needs to be present in all legitimate club activities. Absence 
from a club meeting is equivalent to a sanction of being 
absent in class.

3. is enjoined to actively participate in all club activities.

4. should balance his/her academic work with his/her 
responsibilities to the org/club.

5. needs to contribute to the attainment of the goals and ideals 
of the group.

6. should uphold the constitution and by-laws of the 
organization.
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7. cooperate with other members in order to promote an 
atmosphere of trust, belongingness and teamwork within 
the organization.

8. should perform all assigned tasks by the moderator of the 
president.

VIII. Registering Student Clubs or Organizations 

New organizations must write a concept paper indicating the 
organizations’ objectives, plan of activities and the manner by which 
these organizations are run. This concept paper shall be submitted 
to OCSA for review, and later to be submitted to the Office of the 
Principal for approval. (Format will be provided by the CSA)

In the case of existing clubs who would like to become a student 
organization, a more thorough proposal is to be presented. The 
proposal should contain a related literature of the significance of 
what the organization is to offer the school. It should also justify in 
its proposal where it will get its budget and how they would maintain 
the said budget. Furthermore the club should have more than 10 
years of residency in the high school and present a more thorough 
historical significance of its contribution to the school.

IX. Constitution and By-Laws

All registered student organizations are required to have a Constitution 
and By-laws. A constitution is a document that defines the long-term 
purpose of the organization and the structure of the organization. 
The constitution should only be changed through a clearly defined 
amendment process. The process should include advance notice, 
discussion and a simple majority vote. The Coordinator for Student 
Activities (CSA) must approve all constitutional changes. The by-
laws define how an organization carries out business. The by-laws 
should define committee structure or other operational aspects of the 
organization. A file on each organization is maintained by the OCSA 
and is available for review upon request. This file contains a copy of 
the organization’s current constitution, past members, officers and 
moderator’s information sheets, as well as any other documents 
pertinent to the club/organization.

X. Constitution Guidelines 

Each club/organization must follow the guidelines below in making 
their Constitution and By-Laws:
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Constitution

Article I
Name of organization and any affiliations.

Article II
Purpose of the organization. Organizations should take care to 
include a complete statement of purpose. Programs sponsored by the 
organization will be expected to be consistent with the organization’s 
stated objective. 

Article III
Membership (qualifications, types). Voting membership should be 
defined as limited to currently enrolled ADDUHS students. 

Article IV
Officers (titles of officers, terms of office, how officers are selected, 
and duties). Organizations should have necessary officers to conduct 
their activities. Be cautious not to create unnecessary officers.

Article V
Meetings (regular, special, quorum). It is best to establish only the 
minimum number required and the approximate time of year in 
order to avoid creating requirements impossible to fulfill. Additional 
meetings can always be held. The quorum necessary to conduct 
official business should be defined.

Article VI
Moderator (term of service/selection). Each organization must have 
a moderator from the faculty.

Article VII
Standing committees (if needed). List names and general duties of 
standing committees. 

Article VIII
Method of amending constitution (methods of proposal, notice, voting 
requirements) Generally, proposed amendments are not acted upon 
immediately and require a majority of 2/3 or 3/4 of those voting or of 
total membership to be adopted.



116

XI. By-Laws Guidelines

An organization need not have by-laws separate from the constitution. 
Items covered in by-laws by the organization might be covered in 
the constitution of the organization. On the other hand, by-laws are 
sometimes desirable since by-laws usually contain more details and 
are more easily amended than the constitution. They are, however, 
more permanent than passing a motion at a meeting.

By-laws cannot run contrary to the constitution. Possible topics for 
by-laws include:

•	 Membership (selection requirements, resignation, 
replacement, dropping members).

•	 Dues (amount and collection procedures, special fees, 
when payable)

•	 Duties of officers (power, responsibilities, rules for election, 
procedures for filling un-expired terms, removal from office).

•	 Election rules and procedures.

•	 Duties of moderator

•	 Committees (standing, special, formation, chairpersons, 
meetings, function).

•	 Order of business and rules about conducting business.

•	 Amendment (means of proposals, notice required, voting 
requirements).

XII. Procedures in Conducting a Project or Activity

A. For the Implementation of a Project or Program

1. The project head must write a concept paper following this 
format:

•	 Name of Project
•	 Proponent
•	 Project Head
•	 Rationale
•	 Objectives
•	 Mechanics
•	 Schedule of Activities
•	 Signatories

	CSA
	APF
	Principal
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2. The Concept Paper has to be submitted to the CSA.

3. The CSA forwards it to the APF, then to the Principal.

4. Once approved by the principal, then a project or program 
can already be implemented but should still be closely 
coordinate with the CSA.

B.  For staying in the Campus for Rehearsals or Preparation of a 
Major Activity

1. The Club president or moderator should secure a 
permit to enter/stay in the campus for a practice form 
(forms available in the CSA office) or should write a 
letter addressed to the CSA, which will be approved 
by any of the Assistant Principals.

2. The purpose of how the activity/rehearsal will be 
conducted and why the rehearsal/activity is needed 
should be stated in the letter.

3. No club or organization is allowed to stay beyond 
7:30 in the evening. No Sunday rehearsals/activity 
will be allowed except if it is necessary and has the 
approval of the administration.

4. In the case of those who will conduct activities that 
would require an overnight stay in the campus or field 
trips, the moderator and the group’s president should 
write a letter to the Principal with the recommending 
approval of the CSA and the Assistant Principal for 
Formation. An activity concept paper and Parent’s 
Consent/Waiver/Disclaimer is required with the letter 
of intent.

XIII. Maintaining Student Organization/Club Recognition

In order to maintain recognition and remain in goodstanding in the 
campus, each organization must: 

1. Submit the requirements to OCSA (consisting of the 
Concept Paper for creating the Organization, Constitution 
and By-Laws.). 

2. Have the assigned officers attend orientation or information 
sessions.
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3. Remain in good standing with the university by following 
all rules pertaining to student organizationsas described 
throughout this handbook and all policies and procedures 
prescribed in the Student Handbook.

XIV. Probation and Withdrawal 

An organization that violates any high school rules may be suspended 
or placed on probation by the OCSA. In such a situation, the group 
will be notified in writing. When appropriate, an appointment will 
be made for review of the violation and conditions of withdrawal or 
probation. 

XV. Student Activity Center

The Student Center serves as a facility and hub for leadership, social 
and intellectual interaction for the Ateneo high school students. The 
CSA takes care of the Student Center with the assistance of the 
ASEC (Ateneo Student Executive Council). The Student Center has 
a conference room with lockers for the different clubs and groups. 
It also has a working room equipped with computers and working 
tables that the students could use during their free period. The 
student activity center is located at the second floor of the Martinez 
Sports Center.
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ATENEO de DAVAO HIGH SCHOOL  
  Acacia St., Matina, Davao City                TELS. (082) 2992405   loc.: 4327 
 
 
 

PERMIT TO ENTER THE CAMPUS 
 

 
Name of Club/Class ________________________________________  Date ____________ 

Club/Class Moderator/Subject Teacher _________________________  Time ____________ 

Purpose ____________________________________________________________________ 

 

Persons Involved: 

___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
___________________________________  _________________________________ 
 
 
Requested by: _______________________________________________________________ 

Signature of Club/Class Moderator/Subject Teacher/Coach ___________________________ 

Recommending Approval: _____________________________________________________ 

    (CSA/SC/SAC/YLC) 
Approved by: _______________________________________________________________ 

 

 Assistant Principal for Administration 

 Assistant Principal for Academics 

 Deputy Assistant Principal for Formation 

 
Note: Please accomplish in triplicate 
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D.   SPORTS AND ATHLETICS PROGRAM

The Purpose of the Sports Program

The Purpose of the Sports Program is to assist in the formation of 
the total development of each person. This purpose is aligned to 
a characteristic of Jesuit education which states: “Education of the 
whole person implies physical development in harmony with other 
aspects of the educational process. Jesuit education, therefore, 
includes a well-developed program of sports and physical education. 
In addition to strengthening the body, sports programs help young 
men and women learn to accept both success and failure graciously; 
they become aware of the need to cooperate with others, using the 
best qualities of each individual to contribute to the greater advantage 
of the whole group.”

The General Sports Program 

The High School Sports Program in general are composed of the 
Intramurals Program, which is open to all high school students, and 
the Varsity Program, which is composed of student-athletes who 
earned the eligibility and the honor to represent Ateneo de Davao 
High School in an athletic event.

The Sports Program in general envisions the realization of a holistic 
and well-balanced development of students of the Ateneo de 
Davao High School by facilitating and promoting sports and athletic 
formation, development, and appreciation.

The Sports Program’s mission for all students is to provide a safe 
sports environment that serves as an extension of the school’s 
academic, social and spiritual formation. All students will be provided 
an opportunity to cultivate a sense of good sportsmanship, fair play, 
and team spirit, as well as facilitate and enhance the moral and 
ethical development of all those involved.

The Varsity Program

An Ateneo de Davao High School student’s eligibility to join the 
varsity program is a privilege. It is not the student-athlete who grants 
favour to Ateneo de Davao High School by his/her participation in the 
varsity program. Rather, it is the school that confers honour to the 
student by granting him/her the opportunity to represent Ateneo de 
Davao High School in an athletic event.
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A varsity player’s eligibility to join and stay in the varsity program is 
guided and determined by rules and regulations established by the 
school as for eligibility, discipline, and academic status. 

Desired Values Promoted in the Sports Program

The desired values promoted in both the intramural and varsity 
programs include the following:

1. The value of responsibility by demanding consistent high 
standards of behaviour and making the student aware and 
respectful of the needs of others.

2. The value of cooperation and commitment level in the 
student by directing him/her to an acceptance of the goals 
of the team and an appreciation of the needs of his/her 
teammates, coaches, opposing team, and officials.

3. The value of unselfishness in the student by requiring 
that his/her actions on and off the playing court/field be 
consistent with the goals of the team as a whole and not be 
directed towards individual honours.

4. The value of self-sacrifice as shown in the willingness 
to offer his/her time and energy towards the fulfilment of 
shared goals of the team.

5. The value of personal discipline on the part of the student 
by demanding abstention from activities that limit him/her 
athletic, academic, and personal potential.

OTHER SERVICES

E. INSTRUCTIONAL MEDIA CENTER (IMC)

As an integral part of Ateneo de Davao High School Unit, the IMC 
seeks to achieve all the purposes and objectives of the school’s 
educational program.  It aims to provide an environment, which 
facilitates the realization of the academic excellence and formation 
of Christian values.

The IMC has adequate collection of print and non-print materials.

SERVICE HOURS 

A.  Library
 * Monday – Friday  7:00 a.m. -  5:30 p.m.
 * Saturday  8:00 a.m. - 12:00 nn
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B.  AVR
 * Monday – Friday 7:00 a.m. -  5:00 p.m.
 * Saturday 8:00 a.m. - 12:00 nn

C. Viewing Room
 * Monday - Friday 7:30 a.m. - 12:30 p.m.
  1:00 p.m. -   5:00 p.m.
 * Saturday 8:00 a.m. - 12:00 nn

CONDUCT IN THE LIBRARY

The following are the guidelines when using the library:

1) The library is a place of study and research. Therefore, 
silence must be observed at all times;

2)  I.D. cards of students who do not follow library rules and 
regulations will be confiscated and turned over to the 
Prefect of Discipline; 

3)  Smoking, eating, sleeping, and drinking are not allowed 
inside the library;

4)  Cell phones must be put on silent mode / or deactivated 
before entering the library. All calls must be entertained 
outside the library;

5)  Doing projects / assignments that require the use of manila 
paper, pentel pens, scissors and related equipments 
should not be done in the library; otherwise, these will be 
confiscated;

6)  Vandalism is a major offense and subject for dismissal. 
Writing on pages of books, furniture, and equipment inside 
the library is strictly prohibited;

7)  Leaving of personal belongings is not allowed in the library; 
therefore, IMC personnel is not responsible for any items 
left unattended;

8)  Students wearing strapless tops, bare midriffs, spaghetti 
straps, sleeveless shirts or blouses, mini skirts, shorts and 
slippers will not be allowed to enter the IMC.

Violators of the above guidelines will be dealt with accordingly.

CHECKPOINT

1)  Students I.D. must be scanned and worn upon entering the 
library.

2)  Personal belongings like bags, thick folders, envelopes, 
umbrellas, etc. should be deposited at the baggage counter. 
Student will be fined Php50.00 for a lost baggage number.
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3)  Only books and notebooks needed for study may be 
brought inside the library.

4)  Permit slip signed by the teacher concerned is required to a 
student who is sent to the library during academic hours.

5)  Upon leaving the library, students must submit himself/
herself to the staff for inspection.

CIRCULATION POLICIES

1)  A student is entitled to borrow six (6) books for one week.
2)  General reference books, such as encyclopedias, 

dictionaries, atlases and books in sets, newspapers 
journals, magazines, and periodicals are to be read in the 
library only and must be returned after use.

3)  AV materials and equipment borrowed can be used within 
the high school premises but should be returned to the AVR 
not later than 4:45 p.m. 

4)  The IMC personnel has the authority to recall borrowed 
IMC materials if needed.

5)  Students with overdue books and unsettled accounts are 
not allowed to borrow any IMC materials.

POLICIES ON PERIODICAL SECTION

1.  Journals, newspapers, magazines and vertical files are to 
be read inside the library. 

2.  Upon borrowing, vertical file slips must be filled-out for 
record keeping.

3.  Students may request back issues of periodical materials 
from the Head Librarian.

GUIDELINE FOR THE RESERVED BOOKS SECTION AND THESES 

Reserved Books and Theses are to be used inside the library and 
may be borrowed for photocopying.

GUIDELINES ON THE USE OF I.T. SECTION

1. The one user - one unit policy must be followed.
2. Chatting, gaming, changing screen setting/menu, and 

opening of prohibited sites are not allowed.
3. A user has to bring his/her own flash drive should he/she 

want to save his/her work.
4. A user is required to log-out after using the computer by 

informing the assigned staff.
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SCHEDULE FOR BORROWING AND RETURNING OF MATERIALS

Borrowing and returning of IMC materials/equipment starts at 7:15 
a.m. and ends at 5:00 p.m.

FINES AND PENALTIES

1)  Fines will be imposed for not returning the instructional 
materials on time. The rates are as follows:

Php3.00/day for Circulation
Php5.00/day for Reserve
Php5.50/day for Filipiniana
Php5.00/hour for AV materials/equipment

2) Damaged or lost book and AV materials/equipment must be 
reported at once.  In the event that the lost book is found, 
the usual fine for returning it late is charged to the borrower. 

3) Lost book will either be replaced with a brand new copy 
plus P100.00 for handling and processing service fees or 
pay 200% of the acquisition cost of the book if printed in 
the Philippines or pay 300% of the acquisition cost if printed 
abroad.

4)  Damaged or lost AV material/equipment will be repaired or 
replaced.

5)  Theft, deliberate marking, mutilation or defacing of any IMC 
properties will merit disciplinary action.  Corresponding 
punishment depends on the gravity of the offense.

MISBEHAVIORS INSIDE THE LIBRARY

1)  Displaying disruptive behavior like shouting, singing, 
dancing, playing, runnning around, unhealthy group 
discussion, etc.

2)  Playing with books and other materials. (e.g. throwing and 
spinning of books and other library materials).

3)  Destroying IMC materials, equipment and furniture.
4)  Putting trash such as candy wrappers between books, 

under the tables, book shelves, computers, etc.
5)  Playing with the security system.
6)  Leaving books and other materials scattered after use.
7)  Not arranging the chairs used before leaving the Library, 

AVR, and Viewing Rooms.
8)  Destroying the arrangement of books in their shelves.
9)  Disrespecting IMC personnel.
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ACCESS TO THE COLLECTION
* Bibliographic information of library collections can be accessed in 
the Internet through Web Collection Plus (http://library.addu.edu.ph) 
and the Online Public Access Catalog (OPAC).

ONLINE DATABASE

 
CIPPA (Online Computerized Index to Philippine Periodicals Articles) 
– is an index to articles published in one hundred seventy four (174) 
Philippine periodicals titles that include newspapers, magazines, 
and journals. http://rizal.lib.admu.edu.ph/cippa/cippa.asp

Your library offers e-books from trusted publishers in all academic 
subject areas along with powerful research tools with Academic 
Complete

You’ve arrived at the premier social science eBook platform, where 
you will find an expansive range of SAGE eBook and eReference 
content.

Search your library’s GVRL (Gale Virtual Reference Library) holdings.

eLibraryUSA gives members of Information Resource Centers, 
American Corners, and other American Spaces around the world 
access to information that Americans find at their public libraries. 
The Library has a broad range of resources about learning English, 
American history and culture, health, business, and more.

F.  Computer Laboratory

 1.  Service Hours
The laboratory is open from Monday to Friday, (except during 
lunch break). The students may use the laboratory after 
academic hours and beyond 4:30 PM. However,  
teacher’s presence is required.
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2.  Internet Use 

a) The Internet access shall be used for educational 
purposes (eq. learning activities, research, access to 
OLS, etc.) only.

b) It has not been established as a public access service 
or a public forum. Ateneo has the right to place 
reasonable restrictions on the materials accessed or 
posted through the system. 

c) The Internet should not be used for commercial 
purposes. Offering, providing or purchasing of products 
or services through the net is prohibited.

d) Students may access the Internet through the library 
and computer laboratories.

e) Everyone is expected to follow:
 1. the rules and regulations set by the school on the 

 use of the Internet.
 2. netiquette.

3.  Internet Services

a.   E-mail.  This allows the user to communicate with 
people from different parts of the world.  Users can also 
subscribe to mail lists to engage in discussion groups 
related to education.

b.  World Wide Web.  The web serves as a valuable 
research tool, which provides access to a wide range 
of information.

    Plagiarism and Copyright Infringement  
(1)  Do not plagiarize works that are found on the 

Internet. Plagiarism is taking the ideas or writings 
of others and presenting them as yours.

(2)  Respect copyrights. Copyright infringement occurs 
when an individual inappropriately reproduces a 
work that is protected by a copyright. You should 
follow the specified requirements to copy and 
use another person’s work. You should request 
permission from the copyright owners if unsure 
whether or not you can use their work.

c.  File Transfer Protocol (FTP).  This allows the user to 
download large files and software with the supervision 
of the computer laboratory assistant.
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By-Laws of the
Ateneo de Davao Parents-Teachers Community, Inc.

PREAMBLE

We, the Parents, Guardians and Teachers of the Ateneo de Davao 
University – High School Community, are committed to become 
active partners of the Ateneo de Davao University – High School 
Administration to attain its primary purpose of producing the best 
high school graduates.

MISSION

The Ateneo Parents - Teachers Community, Inc. shall actively 
influence, guide and assist the school administration to achieve 
its over-arching goal to provide the best environment and value-
formation activities for all high school students.

ARTICLE I
MEMBERSHIP

 Section 1.  MEMBERSHIP QUALIFICATION. All parents 
and/or guardians of high school students in the 
Ateneo de Davao University and its teachers shall 
become members of the community-association. 
Guardians shall become members only in lieu of 
the parents.

Section 2.    MEMBERSHIP FEE. Every member shall pay 
an annual membership fee of One Hundred Fifty 
Pesos (P150.00) at the beginning of each school 
year. Membership fee may be increased upon 
approval of the majority of the members present 
and constituting a quorum during any regular 
or special meeting called upon. The teachers 
are exempted from the annual membership fee, 
except those who have children enrolled in the 
high school unit.
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Section 3. RIGHTS, DUTIES AND PRIVILEGES OF THE 
MEMBERS. A member shall have the following 
duties and privileges:

 
1.  To exercise the right to vote on all matters 

relating to the  affairs of the association; 2.  
To be eligible for any elective or appointive 
office of the association;

3.  To obey and comply with the By-Laws, rules 
and regulations that may be promulgated by 
the association from time to time;

4.  To attend and participate in all deliberations, 
meetings and activities of the association;

5.  To have access to the office, facilities and 
records of the association during reasonable 
hours.

Section 4.    MEMBER IN GOOD STANDING. A member in 
good standing is one who complies with all the 
duties and responsibilities of the association as 
provided hereof.

ARTICLE II
MEETINGS

 Section 1.   ANNUAL MEETING & ELECTION. The annual 
meeting of the members shall be held at the 
premises of the Ateneo de Davao High School on 
the last Friday of June of each year. The election 
of directors and officers shall be held during this 
annual meeting.

Section 2.   SPECIAL MEETINGS. Special meetings of the 
members may be called by the President or two-
thirds (2/3) of the Board or upon petition of one-
third (1/3) of the general membership as the need 
arises. There shall be one (1) special meeting 
of the members before the end of every school 
year, the date of which shall be determined by 
the Board. The President shall render his report 
during the said meeting regarding the activities/
accomplishments of the association. The treasurer 
shall also render his report containing the financial 
statement.
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Section 3.   NOTICES. Notices of the time and place of annual 
and special meetings of the members shall be 
given personally through the students at least one 
(1) week before the meeting. The notice of every 
special meeting shall state briefly the purpose or 
purposes of the meeting.

Section 4.  QUORUM. At least twenty percent (20%) of 
members during any regular or special meeting 
shall constitute a quorum, and majority of such 
quorum may decide any issue at the meeting, 
except those matters where the Corporation 
Code requires the affirmative vote of a greater 
proportion.

Section 5.   ORDER OF BUSINESS. The order of business at 
the annual meeting of the members shall be as 
follows:

a.  President’s report
b.  Treasurer’s report
c.  Election of Directors and Officers
d.  Other matters

ARTICLE III
BOARD OF DIRECTORS

Section 1.  BOARD OF DIRECTORS. The corporate powers 
of the association shall be exercised, its business 
conducted and its property controlled by the Board 
of Directors.

Section 2.  QUALIFICATIONS. The Directors to be elected 
must be of legal age and members in good standing 
of the association and such other qualifications as 
the board may hereafter determine.

Section 3.  DISQUALIFICATION OF DIRECTORS 
OR OFFICERS.  No member convicted by 
final judgment of an offense punishable by 
imprisonment for a period of exceeding six (6) 
years, or a violation of the Corporation Code of the 
Philippines shall qualify as a Director or Officer.
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Section 4.  COMPOSITION OF THE BOARD OF  
DIRECTORS. The Board of Directors of the 
association shall be composed of fifteen (15) 
members from among the following:

i. President, Vice-President, Treasurer of each 
year level (for a total of 12)

ii. Three (3) teachers (to be chosen from among 
the head-teachers in all year level)

Section 5.  TERM OF OFFICE OF DIRECTORS. The 
Directors shall hold office for a term of one (1) year 
until their successors are elected and qualified. For 
any reason whatsoever and at any time during the 
school year, any director whose child has ceased 
to study in the Ateneo de Davao High School, the 
term of office of such director is deemed to have 
been expired and terminated.

Section 6.  VACANCY OF DIRECTOR. Any vacancy of the 
Board of Directors may be filled in by the votes 
of the majority members of the board, if still 
constituting a quorum from among the Council of 
Representatives.

ARTICLE IV
OFFICERS

Section 1.  OFFICERS OF THE ASSOCIATION. The officers 
of the association shall be a President, a Vice-
President, a Secretary and a Treasurer and such 
other officers which the Board may determine. 
They shall be elected by the Board of Directors 
from among themselves.

Section 2.  YEAR LEVEL OFFICERS. The year level officers 
shall be a President, a Vice-President, a Treasurer 
and a Secretary. Except for the secretary, they shall 
be elected from among the class representatives 
of each year level. The year level head moderator 
shall become the year level secretary.

Section 3.  CLASS REPRESENTATIVE. There shall be 
one (1) class representative for each class in all 
levels. The class representative shall be elected 
from among the parents and/or guardians of their 
respective class.
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Section 4.  COUNCIL OF REPRESENTATIVES. There shall 
be a council of representatives in each year level 
composed of all class representatives of their 
respective level.

Section 5.  EX-OFFICIO MEMBER. The immediate Past 
President shall serve as the Ex-Officio Member 
of the board and as such he shall serve as a 
consultant and may attend the meetings of the 
board with no right to vote.

Section 6.  ADVISER. The Administrative Assistant Principal 
shall serve as the adviser of the association and 
shall attend in all meetings of the board. He shall 
also serve as the coordinator between school 
administration and the association.

Section 7.  TERM OF OFFICE. All elected officers shall hold 
office for a term of one (1) year and until the 
successors are elected and qualified.

ARTICLE V
COMMITTEES

Section 1.  The Association shall have the following 
committees:

a)  AUDIT AND INVENTORY – The Audit and 
Inventory committee shall be composed of 
at least three (3) members, one of whom 
preferably be an accountant. They shall be 
elected from among the class representatives 
in all levels. No member of the board shall 
become a member of the audit and inventory 
committee.

 The committee shall be responsible for 
auditing the account of the association and 
shall make an inventory of its assets. They 
shall conduct such audit and inventory at 
least quarterly and submit its written report 
thereon to the Board.
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b) WAYS AND MEANS – The Ways and Means 
committee shall be composed of at least 
three (3) members. They shall be elected 
from among the class representatives in all 
levels.

 Subject to the approval of the Board, the 
committee shall plan, initiate, adopt and 
implement fund-raising activity to support 
the special projects and activities of the 
association.

c)  COMMUNITY OUTREACH – The community 
outreach committee shall be composed of 
at least three (3) members. They shall be 
elected from among the class representatives 
from all levels.

 Subject to the approval of the Board, the 
committee shall plan, initiate, adopt and 
implement community outreach programs 
involving the parents, teachers and students.

Section 2.  OTHER COMMITTEES. The Board may create 
such other committees and appoint therewith 
committee members as the need thereof arises.

Section 3. COMMITTEE CHAIRPERSONS. The members of 
the committee shall choose from themselves its 
chairperson.

Section 4.  TERM. All committee members shall serve for a 
term of one (1) year and until the successors are 
elected and qualified.

ARTICLE VI
FUNCTIONS AND POWERS

A) ASSOCIATION OFFICERS

Section 1.  PRESIDENT. The President shall be the Chief 
Executive Officer of the association and shall:

ii.  Preside in all meetings of the members of the 
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Board of Directors;
iii.  Execute all resolutions of the Board of 

Directors;
iv.  Be charged with directing and overseeing the 

activities of the association;
v.  Submit to the Board as soon as possible 

after the close of each fiscal year, and to the 
members of each annual meeting, a complete 
report of the activities and operations of the 
association for the fiscal year under his term.

Section 2.  VICE-PRESIDENT. The Vice-President, if 
qualified, shall exercise all powers and perform 
all duties of the president during the absence or 
incapacity of the latter and shall perform duties 
that may be assigned by the Board.

Section 3.  SECRETARY. The Secretary shall give all notices 
required by these by-laws and keep the minutes 
of all meetings of the members of the Board of 
Directors in a book kept for the purpose. He shall 
keep the seal of the association and affix such seal 
to any paper or instrument requiring the same.
He shall have custody of the members’ register 
and the correspondence files of the association. 
He shall also perform all such other duties as the 
Board may, from time to time, assign to him.

Section 4.  TREASURER. The Treasurer shall have charge 
of the funds, receipts and disbursements of the 
association. He shall keep all money and other 
valuables of the association in such banks as 
the Board of Directors may designate. He shall 
keep and have charge of the books of accounts. 
He shall also perform all such other duties as the 
Board may, from time to time, assign to him.

B) YEAR LEVEL OFFICERS

Section 1.  PRESIDENT. The President of each year level 
shall preside in all meetings of the council 
of representatives and the members of their 
respective level. They shall be charged with 
directing and overseeing the activities of their 
respective year level. They shall submit to the 
Board all suggestions and recommendations of 
the council members.
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Section 2.  VICE-PRESIDENT. The vice-president of each 
year level shall exercise all powers and perform 
all duties of the year level president during the 
absence or incapacity of the latter.

Section 3.  SECRETARY. The secretary of each year level 
shall give all  notices required by these by-laws, 
take and keep the minutes of all meetings of the 
council. Incidentally, as the year level head, the 
secretary shall also serve as the adviser of the 
council specifically on matters relating to school 
programs and activities.

Section 4.  TREASURER. The treasurer of each year level 
shall have charge of the funds, receipts and 
disbursements of their respective year level.

Section 5.  COUNCIL OF REPRESENTATIVES. The council 
of representatives of each year level shall be 
responsible in planning and implementing 
programs, projects and activities of their respective 
year level and shall prepare the corresponding 
budget for approval of the Board.

ARTICLE VII
DIRECTORS’ AND OFFICERS’ MEETINGS

Section 1.  BOARD OF DIRECTORS. The regular monthly 
meetings of the BOD shall be held every 3rd 
Friday of each month. The time and place of 
such meetings shall be determined by the Board. 
Special meetings may be called by the President 
or two-thirds (2/3) members of the Board as the 
need arises.

Section 2.  COUNCIL OF REPRESENTATIVES. The regular 
meetings of the council of representatives shall 
be held every month. The year level council of 
representatives shall determine the date, time and 
place of the said meetings. Special meetings may 
be called by the year level president or two-thirds 
(2/3) members of the council as the need arises.
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Section 3.  NOTICES. Notices of the time and place of 
every regular meeting shall be served personally 
through the students at least three (3) days before 
the scheduled meeting. The notice of every 
special meeting shall state briefly the purpose or 
purposes of the meeting.

Section 4.  QUORUM. Majority members of the board or 
council of representatives as the case maybe shall 
constitute a quorum at any meeting and a majority 
of such quorum may decide any issue that may 
arise at such meeting.

ARTICLE  VIII
REMOVAL OF DIRECTORS

Any removal from office of any members of the board shall be in 
accordance with the rules and regulations of the association.

Any member of the association may file charges against a member of 
the board by filing a written complaint with the Secretary or with any 
member of the Board as the case may be. The Board of Directors 
shall call a special meeting to consider the charges within ten (10) 
days from receipt of such complaint. The affirmative vote of all the 
directors shall be necessary to remove a director.

ARTICLE IX
FUND

Section 1.  FUNDS. The funds of the association shall 
be derived from admission fees, annual dues 
and special assessments of members, gifts or 
donations.

Section 2.  ANNUAL BUDGET.  The Board shall, within 
two (2) months from the start of its term, 
prepare a program of activities/projects with the 
corresponding annual budget for the ensuing year.  
The board shall furnish all members a copy of the 
program of activities/projects and the approved 
annual budget for information and guidance.

Section 3.  DISBURSEMENTS. Withdrawal from the funds 
of the association, whether by check or any other 
instrument, shall be signed by the Treasurer and 
countersigned by the President. If necessary, the 
BOD may designate other signatories.
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Section 4.  MORTUARY / TRUST FUND. The Board may, 
upon the approval of the majority members, 
establish a mortuary and/or trust fund and 
formulate guidelines therewith.

Section 5.  FISCAL YEAR. The fiscal year of the association 
shall be from July 10 to June 30 of each school 
year. 

ARTICLE X
ASSOCIATION SEAL

Section 1.  FORM. The corporate seal of the association shall 
be:

Section 2:  MEANING AND SIGNIFICANCE OF THE SEAL. 
The outer and inner circles with blue and white 
colors are maintained as part of the Ateneo de 
Davao seal so that in a glance it connotes an 
Ateneo emblem and it is a symbol that embraces 
or encompasses the community.

 The name of Ateneo de Davao between the two 
circles is indicated in the same set-up for purposes 
of originality and legitimacy of school name.

 The name of PARENTS-TEACHERS 
COMMUNITY, INCORPORATED between the 
two circles is the organization of the parents and 
teachers of Ateneo de Davao who are partners in 
the formation of students.

 The ADPTCI is an abbreviation and acronym 
of the organization which the complete name is 
ATENEO DE DAVAO PARENTS-TEACHERS 
COMMUNITY, INCORPORATED.
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 The dove with the shining crown and leaves 
symbolizes guidance from the Holy Spirit (in the 
form of a dove) while the shining crown symbolizes 
wisdom and the leaves symbolize the seed of 
formation for our students.

 The whole logo advocates the school’s Vision 
and Mission and being a Jesuit school, the dove 
symbolizes the Holy Spirit that inspires everyone 
in the community.

ARTICLE XI
MISCELLANEOUS PROVISIONS

Section 1.  BOARD RULES AND REGULATIONS.  The 
Board shall have the power to promulgate such 
rules and regulations consistent with law, the 
Articles of Incorporation or these By-Laws. Any 
rules and regulations passed and approved by the 
Board shall have become effective until otherwise 
revoked, repealed or modified.

Section 2.  AMENDMENTS.  These By-Laws, or any 
provisions thereof, may be amended or repealed 
by a majority vote of the members and by a 
majority vote of the Directors at any regular or 
special meeting duly held for the purpose.
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LUPANG HINIRANG
(Pambansang Awit ng Pilipinas)
Musika ni Julian Felipe
Titik ni Jose Palma

Bayang magiliw
Perlas ng Silanganan
Alab ng puso
Sa dibdib mo’y buhay.

Lupang hinirang,
Duyan ka ng magiting,
Sa manlulupig
Di ka pasisiil.

Sa dagat at bundok,
Sa simoy at sa langit mong bughaw
May dilag ang tula
At awit sa paglayang minamahal.

Ang kislap ng watawat mo’y
Tagumpay na nagniningning;
Ang bituin at araw niya, 
kailan pa ma’y di magdidilim.

Lupa ng araw, ng luwalhati’t pagsinta,
Buhay ay langit sa piling mo;
Aming ligaya na pag may mang-aapi,
Ang mamatay nang dahil sa iyo.



139

PANATANG MAKABAYAN
(Pledge of Allegiance)

Iniibig ko ang Pilipinas,

Aking lupang sinilangan.

Tahanan ng aking lahi;

Kinukupkop ako at tinutulungan

Upang maging malakas, masipag, at marangal.

Dahil mahal ko ang Pilipinas,

Diringgin ko ang payo ng aking mga magulang,

Susundin ko ang tuntunin ng paaralan,

Tutuparin ko ang tungkulin ng mamamayang makabayan: 
naglilingkod, nag-aaral, at nagdarasal ng buong katapatan.

Iaalay ko ang aking buhay, pangarap, at pagsisikap sa bansang 
Pilipinas.
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THE BLUE KNIGHT SONG
Lyrics by Fr. James F. Donelan, S.J.

I. Men and women, Knights in Blue
 For Christ, King, fight strong and true!
 With flashing steel and ringing shield
 Let us sweep our battlefield!
 With visors high and swords in hand
 Come, Blue Knights take your stand!
 Fight on with virtue, strength renewed
 In Our Lady’s white and blue!

Chorus:
 Let all you knights of Davao
 To God’s high command your hearts bow.
 Go onward on to the fight
 Where glory is shining bright
 O shake the mountains with your song
 And with your banners march along.

II. Onward, speed you gallant knights!
 Trusting God proclaim your right!
 The clash of battle is sweet to hear
 When the victory is near.
 So grateful knights spread o’er the land
 To the farthest ocean strand.
 With hearty song sing loud the fame
 Of our Ateneo name.

(Repeat Chorus)
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A Student’s Prayer 

Open my mind to your grace, O Lord, as I begin my study today.
You are the source of all wisdom and truth:
so guide me along the right path
that I may persevere in my studies and scholarship.
May I learn well what I need to know;
may I understand what I need to learn;
may I remember what I need to explain.
Give to my efforts the success you would have for them, O Lord, 
so that I may use wisely the knowledge I acquire 
and thus live contentedly in your love 
and the service of my neighbor;
and in due time, may I receive by your grace, 
the eternal reward you have prepared for me.
I ask this through Christ our Lord. Amen. 

Prayer for Preparation to Study

Grant me peace, O God, as I open my books and notes. 
Open my mind to Thy will, and may I dedicate these hours 
to Thy Son, Jesus Christ.
Offer me insight, O Lord, that I might understand these things, 
and see them as a part of Thy Kingdom.
May I offer Thee my best in reading and learning 
that it may be a part of my discipleship.
O Jesus Christ, may this be a worthy time that is faithful 
to Thee and bring me closer to the goals I have in order to serve 
Thee. I offer this time and prayer in Thy Holy Name. Amen.
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A Prayer After Study

I thank You, Lord our God, that again on this occasion 
You have opened my eyes to the light of Your wisdom. 
You have gladdened my heart with the knowledge of truth. 
I entreat You, Lord, help me always to do Your will. 
Bless my soul and body, my words and deeds. 
Enable me to grow in grace, virtue and good habits, that Your name 
may be glorified, Father, Son and Holy Spirit, now and forever.  
Amen.

Prayer Before An Exam

O wise God, I pray that my mind might be rested, 
my body energized, and my spirit inspired for the exam I must write.
Grant me peace and assurance so that I might do the best 
I am able, regardless of what that might be.
Be with my fellow students and may I be a good example to them, 
offering reassurance and confidence regardless of how I feel.
May I be honest and insightful, and able to give a true record 
of what I have learned. In the end, may any disappointment 
be born with grace, and any joy accompanied with humility.
I write this exam with Thee, O Lord Jesus Christ. Amen.

Morning Offering

O Jesus, through the Immaculate Heart of Mary, I offer you my 
prayers, works, joys and sufferings of this day in union with the 
holy Sacrifice of the Mass throughout the world.  I offer them for 
all the intentions of your Sacred Heart; for the Salvation of souls, 
reparation for sins, the reunion of all Christians.  I offer them for 
the intentions of our bishops and of all Apostles of Prayer and in 
particular for (the intentions of our Holy Father, the Pope, for this 
month of...)



143

Prayer for Generosity 

Lord Jesus, teach me to be generous; 
teach me to serve you as you deserve, 
to give and not to count the cost, 
to fight and not to heed the wounds, 
to toil and not to seek for rest, 
to labor and not to seek reward, 
except that of knowing that I do your will. 
Amen. 
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PRAYING THE HOLY ROSARY

The Holy Rosary is one of three Sacramentals that the Blessed Virgin 
Mary has given to the Holy Catholic Church. In the thirteenth century, 
Mary gave the Rosary as a powerful weapon to mankind to combat 
the evils that were in this world as a result of the spiritual battle that 
is taking place between Satan and God. Since then, the blessings 
received through this Sacramental are beyond man’s count. 

STEP 1:  Make the sign of the Cross:

In the name of the Father, 
and of the Son 
and of the Holy Spirit. Amen.

STEP 2:  Say the Apostle’s Creed:

I believe in God,
the Father almighty,
Creator of heaven and earth,
and in Jesus Christ,
His only Son, our Lord.
He was conceived by the Holy Spirit,
and born of the Virgin Mary.
He suffered under Pontius Pilate,
was crucified, died and was buried.
He descended into hell.
On the third day He rose again.
He ascended into heaven,
And is seated at the right hand
of God the Father Almighty.
He will come again
to judge the living and the dead.
I believe in the Holy Spirit,
the Holy Catholic Church,
the communion of saints,
the forgiveness of sins,
the resurrection of the body,
and life everlasting.

Amen.
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STEP 3: Say 1 “Our Father”:

STEP 4: Say 3 “Hail Mary’s”:
(For the virtues of Faith, Hope and Charity)

STEP 5:  Say 1 “Glory Be”:

STEP 6:  The Rosary Breakdown:

The Holy Rosary consists of 20 decades.  A decade consists of: 
1 Our Father
10 Hail Mary’s
1 Glory Be

STEP 7:  The Mysteries of the Rosary:
While praying a decade, you reflect on a mystery.
There are specific mysteries for each day of the week.

The following is a list of the Mysteries:

Joyful Mysteries - Monday and Saturday

1.  The Annunciation  Lk. 1:28  Humility 
2.  The Visitation  Lk. 1:41-2  Charity 
3.  The Nativity  Lk. 2:7  Poverty 
4.  The Presentation  Lk. 2:22  Obedience 
5.  The Finding in the Temple  Lk. 2:46  Piety 

Sorrowful Mysteries - Tuesday and Friday

1.  The Agony in the Garden  Lk. 22:44-45  Contrition 
2.  The Scourging at the Pillar  Jn. 19:1  Purity 
3.  The Crowning with Thorns  Mt. 27:28-29  Courage 
4.  The Carrying of the Cross  Jn. 19:17  Patience 
5.  The Crucifixion  Lk. 23:46  Self-denial 
  
Glorious Mysteries - Wednesday and Sunday

1.  The Resurrection  Mk. 16:6  Faith 
2.  The Ascension  Mk. 16:19  Hope 
3.  The Descent of the 
 Holy Spirit  Acts 2:2  Love 
4.  The Assumption  Judith 15:10-11 Eternal 
   Happiness 
5.  The Crowning of Mary  Apoc. 12:1  Devotion 
   to Mary 
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Mysteries of Light - Thursday

1. Baptism in the Jordan Mt. 3:16-17  Submission  
  to God 

2.  Self-manifestation at the 
 wedding of Cana  Jn. 2:4-6  Trust in God 
3.  Proclamation of the 
 Kingdom of God, 
 with His call to conversion  Mk. 1:14-15 Commissioned 
   by God to  

  evangelize 
4.  The Transfiguration  Lk. 9:29  Divine   

  knowledge 
5.  Jesus’ institution of the 
 Eucharist  Lk. 22:19-20  Intimate   

  Communion  
  with God 

STEP 8:  The “Fatima Prayer”:

After the completion of one decade, you recite the “Fatima 
Prayer”:

O my Jesus,
forgive us our sins,
save us from the fire of hell,
lead all souls to heaven,
especially those who are in most need of Thy mercy.

STEP 9:  The “Hail Holy Queen”:

After the completion of one Chaplet (5 decades which represents 
5 mysteries), you pray the “Hail Holy Queen” prayer.

Hail, holy Queen,
mother of mercy,
our life, our sweetness,
and our hope.
To thee do we cry,
poor banished children of Eve.
To thee do we send up our sighs, mourning
and weeping in this valley of tears.
Turn then, most gracious advocate,
thine eyes of mercy toward us,
and after this our exile
show us the blessed fruit of thy womb, Jesus.
O clement, O loving, O sweet Virgin Mary.
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Pray for us, O Holy Mother of God.
That we may be made worthy of the promises of Christ.

STEP 10:  The Sign of the Cross:

You conclude the Rosary by doing the Sign of the Cross.

In the Name of the Father, 
and of the Son 
and of the Holy Spirit.

Amen. 

Prayer After The Rosary

O God, whose only-begotten Son, by His life, death and resurrection, 
has purchased for us the rewards of eternal life; grant, we beseech 
Thee, that, meditating upon these mysteries of the Most Holy Rosary 
of the Blessed Virgin Mary, we may imitate what they contain and 
obtain what they promise, through the same Christ our Lord. Amen.
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The Angelus 

L The Angel of the Lord declared unto Mary. 

R And she conceived of the Holy Spirit. 

All  Hail Mary, full of Grace, the Lord is with thee. Blessed art thou 
among women, and blessed is the fruit of thy womb, Jesus. Holy 
Mary, mother of God, pray for us sinners now and in the hour of 
our death.

L Behold the handmaid of the Lord. 

R Be it done unto me according to thy word.

All Hail Mary, full of Grace, the Lord is with thee. Blessed art thou 
among women, and blessed is the fruit of thy womb, Jesus. Holy 
Mary, mother of God, pray for us sinners now and in the hour of 
our death.

L And the Word was made Flesh. 

R And dwelt among us. 

All Hail Mary, full of Grace, the Lord is with thee. Blessed art thou 
among women, and blessed is the fruit of thy womb, Jesus. Holy 
Mary, mother of God, pray for us sinners now and in the hour of 
our death.

L Pray for us, O Holy Mother of God. 

R That we may be made worthy of the promises of Christ. 

L Let us pray. Pour forth, we beseech Thee, O Lord, Thy grace 
into our hearts; that, we to whom the Incarnation of Christ, Thy 
Son, was made known by the message of an Angel, may by His 
Passion and Cross, be brought to the glory of His Resurrection. 
Through the same Christ our Lord. 

All Amen. 
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CORRESPONDENCE

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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CORRESPONDENCE

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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CORRESPONDENCE

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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CORRESPONDENCE

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature

Date_______________
Dear ______________,
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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CORRESPONDENCE

Date_______________
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      ______________________
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Dear ______________,
_____________________________________________________
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     Acknowledged by:

      ______________________
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      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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CORRESPONDENCE

Date_______________
Dear ______________,
_____________________________________________________
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      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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Dear ______________,
_____________________________________________________
_____________________________________________________
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_____________________________________________________
_____________________________________________________
   

     Acknowledged by:

      ______________________
           Parent’s Signature ______________________
                 Teacher’s Signature
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature
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Please admit back to class.

_____________
Time

____________________
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
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Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
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_____________
Time

____________________
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CLASSROOM
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Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
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Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature
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Name: ________________________
Section:  _______________________
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Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
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Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature
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PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature

PERMIT TO LEAVE THE 
CLASSROOM

Date: ___________
Name: ________________________
Section:  _______________________
Destination:  ____________________
Reason: _______________________
Teacher’s Name: ________________
Subject: _______________________

_____________
Time

____________________
Teacher’s Signature

Office Visited: _________________
Please admit back to class.

_____________
Time

____________________
Authorized Signature
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[School’s Copy]

ATENEO DE DAVAO UNIVERSITY
High School

Acacia St., Matina, Davao City

____________________
      Date

PARENTS’ CONTRACT

Parents are asked to acquaint themselves with the content 
of this Student-Parent Handbook and see that its provisions are 
fulfilled in so far as it pertains to their obligations as parents. Serious 
misconduct or continual breach of the rules and regulations will 
naturally reflect a lack of proper attitude to learning and could lead to 
a student being asked to leave the school.

Parents or guardians are asked to sign in this Student-Parent 
Handbook that they have read, and are acquainted with the contents 
thereof, and agree to abide by the rules and regulations stated 
therein.

ACKNOWLEDGMENT

WE HAVE READ THE RULES AND REGULATIONS OF THE 
ATENEO DE DAVAO UNIVERSITY HIGH SCHOOL AND VOWED 
TO ABIDE BY ALL OF THEM.

__________________________    ________________________
 Father’s Signature              Mother’s Signature
 Over Printed Name             Over Printed Name

__________________________   ________________________
 Guardian’s Signature  Student’s Signature
  Over Printed Name  Over Printed Name

________________________
       Year and Section
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[Parents’ Copy]

ATENEO DE DAVAO UNIVERSITY
High School

Acacia St., Matina, Davao City

____________________
      Date

PARENTS’ CONTRACT

Parents are asked to acquaint themselves with the content 
of this Student-Parent Handbook and see that its provisions are 
fulfilled in so far as it pertains to their obligations as parents. Serious 
misconduct or continual breach of the rules and regulations will 
naturally reflect a lack of proper attitude to learning and could lead to 
a student being asked to leave the school.

Parents or guardians are asked to sign in this Student-Parent 
Handbook that they have read, and are acquainted with the contents 
thereof, and agree to abide by the rules and regulations stated 
therein.

ACKNOWLEDGMENT

WE HAVE READ THE RULES AND REGULATIONS OF THE 
ATENEO DE DAVAO UNIVERSITY HIGH SCHOOL AND VOWED 
TO ABIDE BY ALL OF THEM.

__________________________    ________________________
 Father’s Signature              Mother’s Signature
 Over Printed Name             Over Printed Name

__________________________   ________________________
 Guardian’s Signature  Student’s Signature
  Over Printed Name  Over Printed Name

________________________
       Year and Section
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CAMPUs MAP
AtEnEO DE DAvAO
BAsiC ED Units

LEgEnD:
(1) grade school  
 Bldg.
(2) Preschool Bldg.
(3) grade school  
 Annex A
(4) grade school  
 Library
(5) st. stanislaus  
 Kostka Chapel
(6) grade school  
 Annex B
(7) Fr. Daigler Bldg.
(8) Fr. giron Bldg.
(9) Oval & soccer  
 Field
(10) sports   
 Complex
(11) Canteen  
 (grade school)
(12) Canteen  
 (High school)
(13) High school  
 Administration  
 Bldg.
(14) High school  
 Academic Bldg.
(15) gate 7  
 (Entrance)
(16) gate 1 (Exit)

1

16

2

3 4
5

76

8

9

10

11

12

13

14
15
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PRESCRIBED SCHOOL UNIFORMS
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PRESCRIBED HAIRCUT
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IgnatIan values for the 
school year

June  -  Joy In Learning

July  -  We Are Companions In The   
 Journey

august  -  Faith That Does Justice

september  -  Reverence For God’s Creation

october  -  Friendship With Jesus and   
 Personal Care For Others

november  -  God Is Lord Of Knowledge And  
 All Other Realities

December  - Magis:  Witness To Excellence

January  - Open To Growth And Change

february  -  Love Is Best Expressed In Deeds

march  -  Leaders Committed To Serve

aprIl  -  Shared Vision, Purpose and   
 Responsibility

may  -  Passion For Personal   
 Development


