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MESSAGE
from

The President of the Ateneo de Manila University

Welcome to Ateneo de Manila University!

I am delighted to share the Student Handbook for Graduate Students with you. This
comprehensive guide contains the academic requirements, policies, and practices that will
shape your graduate education journey. It also includes a detailed list of available
resources and other student learning support services. Moreover, it outlines our
unwavering commitment to nurturing a learning and living environment that is
equitable, safe, and healthy. As you explore our sprawling campus and all that Ateneo has
to offer, we hope you take time to familiarize yourself with our University policies and

guidelines, knowing that your safety and well-being are our top priorities.

You are about to journey on a unique and enriching experience distinct from your
undergraduate degree. Rest assured, we are here to guide and support you, regardless of
your field of study and program. We take pride in our strong and close-knit Ateneo de
Manila community, so we encourage you to reach out to the Office of the Assistant Vice
President for Graduate Education. The office provides academic support services and

coordinates with other offices to meet the different needs of graduate students.

As you deepen your knowledge, expertise,
and experience, it is our hope that you will
also forge new bonds and relationships and
grow in mind and heart, putting into action
our motto, Lux in Domino—being light in
the Lord, living and leading lives for God’s
greater glory, and making a difference in

the world for good.

f Ly

President

o
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MESSAGE
from

The Vice President for Higher Education

I warmly welcome all graduate students to Higher Education in Loyola Heights!

Graduate education is both an opportunity and a challenge. As an opportunity, it takes
you to heights and depths, and breadths that stretch your capacities and make you
discover the wonders of new knowledge that satisfies your curiosity and quenches your
thirst. As a challenge, it can spin you in a maze leaving you breathless or keep you at a
standstill while awaiting the spirit of understanding to come to your rescue when making
sense of your reading material or lab experiment results.

Welcome to this great adventure towards growth and wisdom in scholarship and
professional practice!

In Higher Education, we accompany you through this exciting adventure, beginning
with this Graduate Student Handbook. It is your road map, as it were, during your
period of study and formation as Ateneans, providing you with a guide to the systems,
procedures, policies, and programs in the five schools: School of Humanities,
Gokongwei Brothers School of Education and Learning Design, John Gokongwei
School of Management, School of Science and Engineering, and School of Social
Sciences. In addition, the academic programs allow you to explore your chosen fields in
collaboration with and through the guidance of your mentors. There are learning
resources — the Rizal Library, the Ateneo Innovation Center, the Science Labs, the
Multimedia Center, the Art Gallery, Areté, to name a few — that enhance critical thinking
and the creative imagination. At times when you just need to find respite from the
pressures of study, the Church of the Gesu, the wooded
walkways, the gardens, and the span of grassy fields can
respond to that need. It’s in this atmosphere of grace that
the Higher Education campus in Loyola strives to help
you become Atenean professionals for others in a world
that is not always filled with grace and abundance.

Fly high and be Lux in Domino — Light in the Lord.

Vice President for Higher Education
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MESSAGE
from

The Assistant Vice President for Graduate Education

Welcome to the Ateneo de Manila University!

Our graduate programs are dedicated to excellence in research, teaching, and service,
guided by our world-class faculty and mentors. When the graduate school started in
1947 at the Padre Faura campus, it embarked on a mission to support the country’s post-
war recovery. Today, the university offers 73 graduate programs across 9 schools that
attract a diverse group of talented scholars, leaders and professionals and produce world-

class graduates.

The significance of graduate education in national development cannot be
underestimated. Graduate programs are instrumental in advancing knowledge and skills
and fostering innovation but also crucial in addressing local and global challenges.

We are excited to support your academic journey and professional growth in this
dynamic era of technological advancements and artificial intelligence. As you embark on
this complex journey of scholarship and creativity, we will be with you every step of the
way, offering care and opportunities for holistic

development in the Ignatian spirit.

We look forward to your contribution as graduate
students and as members of the Ateneo de Manila

community.

&/
Anhe Lan K. Candelaria, PhD

Assistant Vice President for Graduate Education
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GRADUATE STUDENT HANDBOOK
LEARNING CONTRACT

To . The Ateneo de Manila University

This is to acknowledge receipt of the Graduate Student Handbook this

Semester/Term SY

| certify that | have read, studied and understood the contents of the Student

Handbook and will abide by all school policies, procedures and processes.

Student Full Name and Signature:
Student ID Number:

Degree Program:

Department:

Date Signed:

Note:

Accomplish this page and submit at this link - bit.ly/LSGradHB -LC. Graduate students who fail to
submit this contract to the Office of the Assistant Vice President for Graduate Education within the

initial semester of enroliment will be automatically included in the hold order list and will be

ineligible to enroll for the next semester.
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FOREWORD

The contents of this Student Handbook applies to all students of the graduate
programs of the Ateneo de Manila University’s Gokongwei Brothers School of
Education and Learning Design, School of Humanities, John Gokongwei School of
Management, School of Science and Engineering, and School of Social Sciences.

Upon enrollment in any of the aforementioned schools, students express their
willingness to abide by the rules and requirements of the University and assume the
rights, responsibilities, and obligations as members of the Ateneo community.

Periodic review of these policies, regulations, procedures, and other requirements
are primarily conducted by the Office of the Assistant Vice President for Graduate
Education, the Graduate Programs Committee, and the Committee on Graduate
Student Concerns. Regular consultations with Internal and external stakeholders are
conducted to ensure that the policies are aligned with the university’s mission and
goals. . When needed, approval is obtained from the School Council.

The Ateneo de Manila University reserves the right to modify or change any of these
without prior notice.

Separate student policies, regulations, procedures, and requirements for the
Graduate School of Business, School of Government, School of Law, and School of

Medicine and Public Health may be accessed through the following links:

Graduate School of Business Student Guidebook

School of Government Website and Student Portals

School of Law Student Rules and Regulations Website
School of Medicine and Public Health Student Handbook
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1.1.

Section 1: Ateneo de Manila University

Jesuit Educational Philosophy

Inspired by Saint Ignatius de Loyola and the Catholic Church, Jesuit educational
philosophy draws from the writings of Fr. Pedro Arrupe, SJ, Superior General of the
Society from 1965 to 1983, and his successors, Fr. Peter Hans Kolvenbach, SJ, 1983 to
2008 and Fr. Adolfo Nicolas, SJ, from 2008 to 2016.

Most recently, Fr. Arturo Sosa, S] (current Superior General of the Society) deepens
the discourse on Jesuit education as he anchors human development goals in the

context of oneness with others, creation, and God (Sosa, 2017).

0 Forming Men and Women for Others

The formation of “men and women for others” lies at the core of the Jesuit
educational philosophy. Articulated by Fr. Pedro Arrupe, SJ, it came at the time when
Jesuit education was "refocused" towards the integration of academic excellence with
the challenges of the modern world through the active mission of promoting social

justice and a preferential option for the poor (Arrupe, 1973).

0 The 4Cs

Fr. Peter Hans Kolvenbach, S] was attributed the deepening of the Jesuit educational
goal in terms of human development or the education of men and women of
conscience, competence, compassion, and commitment or the 4Cs (Kolvenbach,
1993). The “maximum development” of our gifts as human beings is to be realized in
the service of others and through the practice of active faith or “faith that does justice”
(Society of Jesus, 2015).

0 Human Excellence and the 4Cs

Fr Adolfo Nicolas, ], referred to the 4Cs as the adjectives of human excellence. As
the bases of Jesuit teaching and learning, a person of conscience “internalizes” and
“cultivates” spiritual life and extends cognitive knowledge to the “experience of
society and its imbalances”; a person of competence, is further imbued with
professional and academic skills; With compassion, s/he is in touch with the world
and is “in solidarity with and assumes the suffering of others”. As a person of
commitment, s’he works for the “social and political transformation of their countries

and social structures to achieve justice” (Society of Jesus, 2015).
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1.2.

0 Forming Human Beings in Harmony with their Fellows,

with Creation and with God
At present Fr Superior General Arturo Sosa, S] emphasizes the changing context of
the Jesuit educational goals. The Society of Jesus recognizes that the continuing
stresses of the digital divide, poverty, conflict, migration, and climate change and the
parallel challenges of the "globalization of superficiality" that confront the younger
generation are pivotal in influencing Jesuit educational institutions and educators to
take part in the “necessary process of renewal, innovation and reimagination..."
(ICAJE, 2020). In this process of renewal, schools are called to act as “spaces for
educational investigation” where they can “reach out to the poorest”, train our
students to the “environmental dimension of reconciliation”. Educators are called to
explore and investigate new, hybrid and non traditional (online) educational models,

where we may “embody magisoday” (ICAJE, 2019).

Vision and Mission of the Ateneo de Manila University

In a document on Ateneo’s future prepared for a presentation to the Loyola Schools
faculty, Fr Bienvenido Nebres SJ (University President, 1993-2011) writes:

While many schools and apostolates aspire to form leaders, the Ignatian vision, as
embodied in the dynamics of the Spiritual Exercises seeks to form people to develop
their talents to the utmost and challenge them to the highest levels of service. Not just
to seek the good, but the greater good. The magisIt thus has a tendency to form an

elite—but its desire has been to form an apostolic elite, an elite for service.

This, helps foster a deeper appreciation of Ateneo de Manila’s Vision-Mission

statement.

1.2.1. Vision

In the spirit of being Lux in Domino, Light in the Lord, Ateneo de
Manila University will be a force for good in seeking innovative and
sustainable solutions to society’s most pressing challenges. Rooted in its
Filipino, Catholic, and Jesuit values, Ateneo will be a collaborative and
engaged leader in the work of social transformation through education,

formation, research, and social engagement.

1.2.2.  Mission
As a University, Ateneo de Manila seeks to uphold, preserve, and
communicate truth and apply it to human development and the

preservation of the Earth.
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1.3.

As a Filipino University, Ateneo de Manila seeks to identify with, enrich,
and embody Philippine culture and contribute to the development of the

nation and the upliftment of Filipinos as part of the global community.

As a Catholic University, Ateneo de Manila seeks to form persons-for-
and-with-others who, following the teachings and example of Christ, will
devote their lives to promotion of service and justice, especially for those

who are most in need of help, the poor and the powerless.

As a Jesuit University, Ateneo de Manila seeks the goals of Jesuit liberal
education through the harmonious development of moral and intellectual
virtues. Imbued with the Ignatian spirit, the University aims to lead its
students to see God in all things and to strive for the greater glory of God

and the greater service of mankind.

Ateneo de Manila University seeks all these through excellence in
teaching, learning, and formation; creation and advancement of
knowledge through cutting-edge research and creative work; cultivation
of an inclusive, diverse, and sustainable institution and community; and

an expansive and immersive engagement with society.

The Strategic Priority Areas of the Ateneo de Manila University

Even before Ateneo de Manila University first went into lockdown in March 2020,
the world was already volatile, uncertain, complex, and ambiguous. The COVID-19
pandemic accelerated changes and highlighted vulnerabilities in all aspects of our
lives. There is urgency for our institution and community to respond innovatively to

society’s complex problems.

With this in mind, the University leadership re-evaluated the existing strategic plans.
After months of consultations and deliberations, leaders and representatives of key
stakeholder groups formulated a new strategic plan which will be implemented in the
next decade. It addresses four major strategic priority areas, unified by three cross-
cutting themes. From this University plan, units and offices will map out their own
operational and master plans. Periodic reviews will be conducted to assess the

continuing appropriateness and if necessary, adjust the strategies.

True to Ignatian spirituality, the plan embodies the desire to effect self-transformation

grounded in critical reflection and personal conversion that then seeks to effect
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societal transformation. As Ateneo seeks to expand its impact on society, the
institution and the community remain anchored to its commitment to liberal
education and holistic formation, and its identity as a Filipino, Catholic and Jesuit

institution, ad majorem Dei gloriam
Four Strategic Priority Areas:

1.3.1. Education Reform and Transformation

Innovative education for all, leveraging human creativity and technology

1.3.2. Integral Ecology

Recognition as a Laudato Siv wuniversit
promotion of integral human development

1.3.3. Universal Health and Wellbeing

Efficient, accessible, affordable and equitable healthcare in the Philippines
through effective public health leadership

1.3.4. Bridging Cultural Divides

Committed collective action to solve °
differences across social, economic, political, and other divides

Three common themes tie the four strategic priority areas together. These themes are

key to the effective realization of the priority areas within and outside the University.

® Digital Technology
Digital technology has and will continue to change the world drastically. It will
no longer be an ancillary but rather a fundamental component of 21st century
life. As a result, working with digital hardware and software, navigating
communication spaces and mining and interpreting voluminous data will be basic
required literacies along with reading, writing and numeracy. The University’s
capacity to work with digital technology has to be significantly bolstered so that
it can properly train responsible citizens and leaders of the 21st century. The use
of digital technology will likewise be critical in supporting and scaling up

institutional efforts in social engagement.
® Continuing and lifelong learning

In a world where disruption is the norm, lifelong learning is essential. The

University currently offers many continuing education programs but will need to
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1.4.

expand this in numbers, format, modality and even credentialing processes if it

were to meet the demands of the relentless pace of change.

® Strategic partnerships and effective collaboration
The challenges we face today are complex and occur naturally in spaces that are
not clearly defined - they go beyond traditional boundaries, physical or
otherwise. By their nature and scope, solutions to these problems demand
collaboration across traditional disciplines and various sectors of society. Ateneo
de Manila must expand, enrich and further leverage these partnerships to be able

to effectively lead in finding solutions to emerging challenges.

Higher Education Vision and Mission Statement

At the heart of Ateneo de Manila's higher education community are its nine schools:
the Graduate School of Business (AGSB), the Gokongwei Brothers School of
Education and Learning Design (GBSEALD), the School of Government (ASOG),
the School of Humanities (SOH), the Law School, the John Gokongwei School of
Management (JGSOM), the School of Medicine and Public Health (ASMPH), the
School of Science and Engineering (SOSE), and the School of Social Sciences (SOSS).
Through the Schools’ academic and professional programs, scholarly and creative
undertakings, and extension work, the tradition of academic excellence continues to
flourish, especially as understood in the context of nation-building from a uniquely
Filipino and Asian perspective, global competitiveness, and transformative leadership.
The nine schools are located across four campuses: Loyola Heights, Ortigas, Rockwell
and Salcedo.

The Higher Education cluster aligns itself with the vision and mission of the Ateneo

de Manila University.

0 Graduate School of Business (AGSB)
The Ateneo Graduate School of Business (AGSB) aims to be a leading

management educational institution in the Asia-Pacific region, for the business
practitioner seeking to become a professional and ethical business leader

committed to nation-building.
Vision: To be a leading management learning institution that develops

responsible business leaders with the integrity and conviction to advance a

sustainable society founded on human dignity
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Mission: As a Jesuit learning institution, we are committed to:

B Fostering a community of leaders for others grounded on the principles of
Cura Personalisnd Magis and passionate in their belief in the
interdependence of integrity, service, and expertise

B Developing relevant program offerings that equip our learners with the
competences for leading and managing in the digital era, and mastery of self
to succeed in their chosen endeavor

®m Enhancing the personal and professional growth of our faculty and staff as

they are crucial partners in the fulfillment of our mission

Core Values: The pursuit of our Vision and Mission is grounded on:
B Love of country and responsible citizenship
Care for the planet, care of the environment

| |

W Expertise, service, and integrity

m  Inclusiveness and respect for each other’s differences
| |

A safe, nurturing, and caring environment for our learners, alumni, faculty,

and staff

0 Gokongwei Brothers School of Education and Learning
Design (GBSEALD)

The Gokongwei Brothers School of Education and Learning Design
(GBSEALD) constitutes Ateneo de Manila’s strategic response to the challenges of

Philippine education and enables the university to address these more effectively.

The naming is in recognition of the extraordinary donation from the Gokongwei
Brothers Foundation (GBF) to establish the Gokongwei Brothers Foundation
Endowment for Educational Innovation. Ateneo de Manila’s fifth and newest
School therefore signals a strategic partnership between two leading institutions—

one that promises to make a lasting impact on Philippine education.

GBSEALD traces its origin in the Escuela Normal de Maestros established by the
Jesuits in Intramuros, Manila 155 years ago, the very first teacher education
institute in the Philippines. The school emerged after almost three years of
extensive research and consultation among stakeholders within the university, as

well as other potential educational partners.

A GBSEALD Vision (of the Future): We envision a nation abundant with

lifelong learners from all walks of life whose knowledge and skills are nurtured
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and enabled for our shared future, supported by world class education leaders and

a thriving learning ecosystem.

The Mission: GBSEALD’s mission is to provide access to transformative learning
that pushes the frontiers of education to nurture the next generation of education

leaders for others.

O«

School of Government (ASOG)

The Ateneo School of Government's (ASOG) main purpose is to provide an
institutional vehicle for the development of public servants and a forum for
dialogue and partnership among government, private, non-government, and
people's organizations. It has been ASOG's long-term mission to produce
effective and ethical public servants who shall build prosperous and just
communities throughout the Philippines, thus becoming an institution for
graduate education, training, and technical assistance in the field of leadership and

public service.

As a unit of the Ateneo de Manila University, the Ateneo School of Government
carries the Jesuit/Ignatian framework of Ethical Leadership. The School has been

guided by an overarching vision:

A Philippines of prosperous, sustainable, just and happy communities, enabled
and empowered by democratic, inclusive, participatory, transparent and

accountable governance institutions and processes.

The School’s long-term goals are:
1. To lead in achieving the nation-building goals of the University,
especially in the areas of defeating poverty and reforming politics;

2. To contribute to achieving the environmental goals of the University, specifically in the
areas of climate change adaptation and disaster risk reduction and mainstreaming
environmental management;

3. To contribute to the internationalization goal of the University through
international programs and partnerships; and
4. To form students and staff consistent with the mission and identity of the

University.
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0 School of Humanities (SOH)

The School of Humanities (SOH) is a community of educators, scholars, and
artists who are engaged in the critical interpretation and imaginative expression
of human experience. Through these practices, the SOH resists the devaluation of
the humanities, affirms the creative human spirit, and commits to a more just and

compassionate society.

Our mission is to instill in our students a love of critical learning, an appreciation
of our shared humanity, and a desire for ethical stewardship as foundations of
discerned social action in the Philippines and the world. We strive for excellence
in our teaching, scholarship, and artistic work, and we aim to promote the arts

and humanities as vital resources for social transformation.

0 Law School (ALS)
Since 1936, the Ateneo de Manila University School of Law has formed men and

women "not only skilled in the science and art of the law, but also imbued with a

burning passion for justice and the fervent desire to serve others."

The Law School is at the forefront of the Philippine legal and judicial landscape.
For generations, its graduates have been influential forces in the ranks of the

judiciary, in private practice, and in public service.

Vision: We envision graduates who are not only skilled in the science and art of
the law but also leaders imbued with a burning passion for justice and the desire

to serve the nation for the greater glory of God.

Identity: The Ateneo Law School is a Filipino, Catholic, and Jesuit institution

within the larger Ateneo de Manila University.

B Asa Filipino law school, we form lawyers who will identify and enrich
Philippine culture and contribute to nation-building through service of
country and the global community.

B Asa Catholic law school, we inspire our students, following the teachings and
examples of Christ, to devote their lives to the service of others, especially the
poor and the powerless, through the promotion of justice.

B As aJesuit law school, we seek the goals of a Jesuit liberal education through
the harmonious development of moral and intellectual virtues. Imbued with
the Ignatian spirit, we lead our students to see God in all things and to strive

for the greater glory of God and the greater service of others.

2024 Graduate Student Handbook | 9



O«

Mission: The mission of the Ateneo Law School is to form graduates who are
academically excellent and competent, spiritually developed, socially involved,

culturally rooted, and globally connected.

John Gokongwei School of Management (JGSOM)
The John Gokongwei School of Management (JGSOM) is about generating

innovation, developing strategies, and founding organizations that positively
impact individuals, society, and the planet. It is in the business of teaching those
who envision themselves mobilizing resources, taking calculated risks, and
disrupting markets. We produce research that answers questions on how
organizations can promote sustainable development and inclusive economic
growth. In line with the Jesuit tradition, we aspire to produce entrepreneurs and

business leaders for others.

The mission of JGSOM is to shape our students into innovators who can respond
to the needs of tomorrow's world. We make it our mission to make students that
are:
m  Global in perspective, interdisciplinary in approach, and technically
proficient;
m  Guided by a strong set of core values, able to provide ethical and
principle-centered leadership; and

B Motivated by the spirit of magisand the passion to make a difference.

School of Medicine and Public Health (ASMPH)
The Ateneo School of Medicine and Public Health (ASMPH) pioneered an

innovative curriculum to form outstanding clinicians, dynamic leaders and social
catalysts. As an institution of higher learning, the School seeks to influence access

to and delivery of health services in the Philippines and in the world.

Not only are students trained in the basics of medicine and curative care, they are
also taught to understand health systems from the perspective of organizations,
populations, and society. The School incorporates learning management

principles and and understanding of social determinants that affect the public's

health.

The ASMPH graduate is rooted in Ignatian spirituality and the mission to
transform the health system Ad majorem Dei gloriamlhe doctor of the future
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with skills to care for individual patients and to undertake public health solutions

to address health and social problems.

The ASMPH Vision: Molding the Doctor of the Future
The Ateneo School of Medicine and Public Health leads in healing and
transforming lives through systemic, systematic and structural changes that

improve the health of individuals and communities.

The ASMPH Mission: Our Reason for Being
The Ateneo School of Medicine and Public Health forms physicians-for-others

who are outstanding clinicians, dynamic leaders and social catalysts.

ASMPH forms outstanding clinicians with mastery of knowledge, skills and
compassion to care for the health of individuals and communities; dynamic
leaders with expertise to manage people, systems and resources; and social

catalysts with competencies to help address ill-health, poverty and inequity.

ASMPH contributes to the University’s efforts in nation-building through health
education, research and service. In all of this, the ASMPH is animated by the

Filipino, Catholic and Jesuit character of the Ateneo de Manila University.

Core Values: The Heart of a Healer

The ASMPH seeks to nurture its faculty, students and staff within an
environment driven by specific institutional values; a culture which supports
thought, belief and action towards the ASMPH vision.

School of Science and Engineering (SOSE)
Vision: The Ateneo School of Science and Engineering (SOSE) is a globally

recognized leader in science, technology, engineering, and mathematics (STEM)
education and multidimensional research that serves Philippine society while

engaging the world.

Mission: SOSE is a community of educators, learners, and leaders that advances
excellence through the pursuit of truth, grounded in sound scientific principles.
Guided by Ignatian core values, SOSE drives sustainable and inclusive national

development through education, research, innovation, and social engagement.
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0 School of Social Sciences (SOSS)

The Ateneo School of Social Sciences (SOSS) forms problem solvers and change
makers responding to local and global realities. Harnessing multidisciplinary
perspectives, we develop innovative thinking and interventions which enable

human flourishing and contribute to equitable and inclusive societies.

We are a diverse, vibrant, and collaborative community working towards a just
and inclusive society by providing accessible, holistic, and transformative

education, and producing actionable knowledge with local and global impact.

Mission: The School of Social Sciences, Ateneo de Manila University, through
multidisciplinary teaching, research, creative work, and outreach initiatives,
equips individuals and communities with perspectives and skills for local, national,
and global transformation, in the Jesuit tradition of excellence, service, and the

promotion of justice.

Vision: The School of Social Sciences, Ateneo de Manila University, is a leading
academic institution of the social sciences in Asia and the Pacific that forms
individuals who are competent, ethical, and responsive to local and global social

realities.

Section 2: Graduate Education in the Ateneo de Manila

University

History of Graduate Education in the Ateneo de Manila
University
For over 75 years, Ateneo de Manila has been giving professionals the opportunity to

expand their knowledge and sharpen their skills so that they can take on bigger
challenges, lead positive change, and help build a better world.

1936 The Ateneo School of Law (ALS) is established, setting its sights on the highest

of academic standards.

1947 Start of the first graduate program in Ateneo de Manila: MA in English
Literature. Fr. John P. Delaney, S] becomes the first Dean of Ateneo de Manila
Graduate School.
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1948

1950

1959

1960

1964

1966

1976

1977

1970s -
1980s

1980s

1990s

1998

2000

2001

Government accreditation of Ateneo’s graduate level program. MA in

Education becomes the second graduate program offered.

Mr Benjamin San Juan earns his master’s degree, and becomes Ateneo’s first MA
graduate. Ateneo gets permission to admit women to its graduate programs,

becoming a coeducational institution.
Ateneo becomes a University.

The Graduate School is divided into the Ateneo Graduate School of Economics
and Business Administration, and the Ateneo Graduate Schools of Arts and
Sciences (GSAS).

Dr. Carmen Diaz-Tafiedo becomes the Graduate School’s first lay and female

dean.

Graduate School of Economics and Business Administration becomes the

Graduate School of Business.

GSAS transfers from Padre Faura, Manila to the Loyola Heights Campus.
The Padre Faura campus is closed.

Start of granting tuition discounts to teachers and academics enrolled in

graduate programs. Establishment of the Graduate School Student Council.

More master’s and doctorate programs are developed.

Collaboration with various institutions in and out of the country to strengthen

graduate programs.
Planning for the restructuring of the School of Arts and Sciences.
Construction of the Ateneo Rockwell campus was completed.

The Ateneo de Manila School of Arts and Sciences restructures into four Loyola
Schools.

® School of Humanities (SOH)

® John Gokongwei School of Management (JGSOM)

® School of Science and Engineering (SOSE)

® School of Social Sciences (SOSS)

Ateneo de Manila University is granted autonomous status by the Commission

on Higher Education.

The Ateneo School of Government (ASOG) is established. It offers professional

graduate degree programs for public servants.
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2.2.

2007

2017

2019

2020

2021

2022

2023

The Ateneo School of Medicine and Public Health (ASMPH) is opened. It offers

professional dual graduate degree program in Medicine and Business.

John Gokongwei School of Management (JGSOM) started offering graduate

degree program.
The Magna Carta for Graduate Students’ Rights is approved.

The pandemic becomes the impetus for the university to move to full online

teaching and learning.

Seventy-three graduate programs of the Loyola Schools are granted Level I1I
status by the Philippine Accrediting Association of Schools, Colleges, and
Universities (PAASCU).

Gokongwei Brothers School of Education and Learning Design (GBSEALD) is
opened. It constitutes the university’s strategic response to the challenges of
Philippine education and signals our re-commitment to our important mission

in the national educational landscape.

The five Loyola Schools (GBSEALD, SOH, JGSOM, SOSE, SOSS) and the four
Ateneo Professional Schools (AGSB, ASOG, ALS, ASMPH) begin to reorganize

into a University Higher Education unit.

Formal integration of the nine schools in Higher Education.

Academic Degree Programs

The Higher Education cluster is composed of nine schools offering undergraduate

and graduate degree programs. There are 73 graduate level programs offered across

the nine schools. The graduate student population is about one-third of the total

student population of the Ateneo de Manila University.

0 Graduate School of Business

Master of Business Administration M
O  Standard Program
O Middle Managers
O Ateneo-Regis
O Health
Master in Entrepreneurship M
Master in Corporate Entrepreneurship M

Master in Entrepreneurship, Social Entrepreneurship Development Track M
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0 Gokongwei Brothers School of Education and Learning
Design

Doctor of Philosophy in Education PhD
Doctor in Education D
Master of Arts in Basic Education Teaching MA
Master in Basic Education Teaching M
Master of Arts in Guidance and Counseling MA
Master in Guidance and Counseling M
Master of Arts in Educational Administration MA
Master in Educational Administration M
Master in Information Technology Integration M
Master in Teaching Chinese as a Foreign Language M

0 School of Government

Master in Public Management M

0 School of Humanities

Master in English Language and Literature Teaching M

Master of Arts in Literary and Cultural Studies MA
Dalubhasa ng Sining sa Pagtuturo ng Filipino MA
Dalubhasa ng Sining sa Panitikang Filipino MA
Doctor of Philosophy in Philosophy PhD
Master of Arts in Philosophy MA
Master of Arts in Religious Education MA
Master in Religious Education M

Doctor of Philosophy in Theology PhD
Doctor of Ministry D

Master of Arts in Theological Studies MA

0 Law School

Juris Doctor JD

O Corporate and Business Law Track
O Dispute Resolution Track
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O International Law and Development Track

Master of Laws LLM

O Dispute Resolution Track

Law and Health Governance Track

Intellectual Property Law Track

International Corporate and Business Law Track
International Economic Law Track
International Human Rights Law Track

O O O O O

John Gokongwei School of Management
Doctor of Philosophy in Leadership Studies PhD

Master of Science in Sustainability Management MS

School of Medicine and Public Health

Doctor of Medicine-Master of Business Administration (Dual Degree) MDMD

School of Science and Engineering

Doctor of Philosophy in Biology-Regular PhD
Master of Science in Biology MS
Master of Science in Science Education MS
Master of Science in Chemistry MS
Master in Chemistry M
Doctor of Philosophy in Environmental Science PhD
Master of Science in Environmental Science MS
Master in Disaster Risk and Resilience M
Doctor of Philosophy in Computer Science PhD
Master of Science in Computer Science MS
Master of Science in Data Science MS
Master of Science in Innovation Through Media Arts Technology MS
Master in Innovation Through Media Arts Technology M
Master in Information Technology M
Doctor of Philosophy in Mathematics-Standard PhD
Doctor of Philosophy in Mathematics Education PhD
Master of Science in Mathematics MS
Master of Science in Mathematics Education MS
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Master in Mathematics Education M

Doctor of Philosophy in Physics PhD
Master of Science in Atmospheric Science MS
Master of Science in Physics MS

0 School of Social Sciences

Master of Arts in Communication MA
Doctor of Philosophy in Economics—Regular PhD
Master of Arts in Economics MA
Master of Arts in History MA
Master in History M
Master of Arts in Japanese Studies MA
Master of Arts in Political Science, major in Global Politics MA
Doctor of Philosophy in Clinical Psychology PhD
Doctor of Philosophy in Psychology PhD
Master of Arts in Counseling Psychology MA
Master in Counseling Psychology M
Master of Arts in Developmental Psychology MA
Master of Arts in Organizational Psychology MA
Master in Organizational Psychology M
Master of Arts in Social Psychology MA
Doctor of Philosophy in Sociology PhD
Master of Arts in Anthropology MA
Master of Arts in Sociology MA
Master of Science in Social Development MS
Master in Transdisciplinary Social Development M

* Degree Type following the CHED CMO 15 series of 2019 Policies, Standards and Guidelines
for Graduate Programs:
e  Academic/Research Track
o PhD - Doctor of Philosophy
o MA - Master of Arts
o MS - Master of Science
e  Professional Track
o D-Doctor
o M - Master
e  Dual Degree Programs
o MDMD - Dual Doctor of Medicine-Master's Degree

Note: The list of graduate degree programs is subject to change without prior notice. Please
refer to grad.ateneo.edu for a more updated list of graduate degree program offerings.

2024 Graduate Student Handbook | 17


https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.w5smxhb2sssg
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.w5smxhb2sssg
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.hsesmy7ukbzg
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.hsesmy7ukbzg
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f23yz5tabg2c
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.kdi6dwdq1est
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.kdi6dwdq1est
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.rkiw5xzg7nwd
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.rkiw5xzg7nwd
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.pj9fjtqsxepm
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.bzwclnd80e35
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.f7xkaf933not
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.l9f01wfos9c0
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.l9f01wfos9c0
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.l9f01wfos9c0
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.l9f01wfos9c0
https://docs.google.com/document/d/1BhglxGUYf5O5qhA3A2hfHvnldTRYDc8ct05mGv2Inss/edit#heading=h.l9f01wfos9c0
https://ched.gov.ph/wp-content/uploads/CMO-No.-15-Series-of-2019-%E2%80%93-Policies-Standards-and-Guidelines-for-Graduate-Programs-Updated.pdf
https://ched.gov.ph/wp-content/uploads/CMO-No.-15-Series-of-2019-%E2%80%93-Policies-Standards-and-Guidelines-for-Graduate-Programs-Updated.pdf
http://grad.ateneo.edu/

Part 2: General and

Academic Regulations




Section 1: General Regulations

The Ateneo de Manila University (hereinafter referred to as the “Ateneo de Manila” or

the “University”) is a Filipino, Catholic, Jesuit community committed to the preservation,

extension, and communication of truth and its applications for the fullest development of

the human person. The Ateneo de Manila University Graduate Education, founded on

the revered tradition of excellence and service, is concerned with the harmonious

development of the intellectual and moral virtues of the students so that they may give

greater glory to God and greater service to others.

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

The regulations of the Ateneo de Manila as set forth in this Handbook are
calculated to secure the good order necessary for the effective pursuit of
knowledge, to help the students attain the level of quality work required of them
and to insure proper deportment of the entire body.

Students’ registration in the Ateneo de Manila is considered an expression of
willingness to abide by all the rules and regulations prevailing in the University.
All students, therefore, are committed to the observance of these rules.

Students must wear their official identification cards when they are in the
University premises. Loss of the ID card should be reported immediately to the
Campus Security and Mobility Office (CSMO).

Students are encouraged to use the library and laboratory facilities, consult
regularly with their graduate coordinators, faculty advisers, and whenever
necessary, with the guidance counselors and campus ministers.

All new students are required to attend the orientation for graduate students.
Students who fail to attend the orientation are responsible for the information
that they missed.

Students, as individuals or groups, may not use the name and/or seal of the
University without authorization from the University Marketing and
Communications Office (UMCO). This applies to presentation materials, printed
programs, invitations, announcements, tickets, and similar materials. The

branding guidelines by UMCO can be accessed through

https://www.ateneo.edu/document/2020/08/04/branding-guidelines-memo.
Student publications should establish editorial policies, including the manner of
selecting their articles and features, consistent with applicable Philippine laws and
University policies. Students, as individuals or groups, are expected to verify their
factual assertions in their articles and news releases.

No graduate school social function of the students should be held without the
written approval of the Dean and/or the Assistant Vice President for Graduate

Education.
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2.1.

2.2.

1.9.  The Ateneo de Manila students, by joining this community of scholars, assume
the responsibilities, rights, and obligations of scholarship, which pertain to their
status as students.

1.10.  Being activities that create shared experiences and foster community building,
special University and School functions should be attended by all students
whenever possible or required.

1.11.  Students are encouraged to develop a deep Christian faith by regular participation
in the religious exercises and services of the University. Regular retreats are
scheduled for student groups; masses are offered in the College Chapel daily and
the Sacrament of Reconciliation (Confession) is also available. Non-Christian
students are likewise welcome to participate for their personal spiritual
nourishment.

1.12.  The University seeks to maintain safe spaces, free of sexual or gender-based
violence, discrimination, and harassment. All students are enjoined to abide by
policies, standards, and procedures which facilitate the promotion of a gender-

exclusive, gender-responsive, and gender-safe University.

Section 2: Academic Regulations

General Rules

The Graduate Programs rules are minimum guidelines. Schools, departments, and
programs may impose stricter rules than the Graduate Programs subject to the
approval of their Dean and submitted to the Assistant Vice President for Graduate

Education.

Numbering of Academic Courses

The academic courses in Ateneo de Manila University are numbered as follows:

Catalog Number Level
1-99 Undergraduate, lower division
100 - 199 Undergraduate, upper division
200 - 299 Graduate, Master’s
300 - 399 Graduate, Doctoral
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2.3. Classification of Graduate Students

Graduate students of Ateneo de Manila are classified as follows:

2.3.1.

2.3.2.

2.3.3.

Degree Students

These are students who meet the specific admission requirements upon
registration. The following are temporary statuses given to students who,
upon registration, were unable to comply with the admission

requirements and/or had incomplete admission credentials.

2.3.1.1.  Provisional Status

Status given to students who have been admitted into a degree
program but, for good reasons, cannot submit the complete
admission credentials in time for registration. Students are
given a deadline to submit their official admission credentials
to the Office of the University Registrar. Failure to do so may

result in the cancellation of enrolment.

2.3.1.2.  Probationary Status

Status given to students who have been admitted into a degree
program but did not meet some of the academic requirements
of the department. Students must fulfill the academic
requirements within the period set by the department for
regular classification to degree status. Failure to comply will

result in ineligibility to continue the program.

Students are given degree status after submitting the required admission
credentials on time and/or after meeting the specific admission

requirements of their chosen program of study.

Non -degree Students

These are students who are admitted to take courses for credit with the
approval of the Department Chair/Program Director but, are not

working toward any degree program.

Cross -Registrants

These are students from other schools who are taking courses on a credit
or audit basis, subject to the approval of the Department Chair/Program

Director. Cross-registrants must secure a Cross-Registration Permit from
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2.4.

the Registrar of their home school granting them permission to cross-

enroll at Ateneo de Manila.

2.3.4. Auditors

These are students who are admitted to take courses on a non-credit basis,

subject to the approval of the Department Chair/Program Director.

Registration

Registration is a process that provides the student with an official capacity in the

university

2.4.1. General Procedures

2.4.1.1.

2.4.1.2.

2.4.1.3.

2.4.1.4.

2.4.1.5.

2.4.1.6.

Registration is held during a designated period prior to the
beginning of each semester. Registration information is issued

by the Office of the University Registrar at

https://www.ateneo.edu/registrar/registration.

Departments set a schedule for the advisement of courses
before each registration period. Graduate students are advised
at their home department before enlisting for courses during
the registration period.

Registration/enlistment is done through the Ateneo
Integrated Student Information System (AISIS). By logging

into http://aisisonline.ateneo.edu, students can enlist in classes,

assess and pay tuition online, update their student
information, and view pertinent school information including
their Individual Program of Study (IPS), grades, class
schedules, and important announcements/notices.

New graduate students are assigned with their AISIS account
prior to registration and upon confirmation of their slot for
admission. A username and password are sent to the student.
Late registration is performed if students are unable to register
during the designated schedule for regular registration.
Information regarding the procedure for late registration is
issued by the Office of the University Registrar at
https://www.ateneo.edu/ls/registrar/registration/graduate-

registration.
Students should complete the registration process to be

considered officially enrolled. The complete registration

process involves:
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v Enlistment in advised classes
v Payment of tuition' and other assessed fees
v ID validation

2.4.1.7.  Astudent’s list of officially registered courses on the Ateneo
Integrated Student Information System (AISIS) or the
Registrar’s copy of the registration form is the official record
of courses in which the student is enrolled. Changes must be
accomplished by the student through
hetps://loadrev.ateneo.edu (See 2.4.4. Load Revision).

2.4.1.8.  Students must be officially enrolled in a course to access the
course syllabus and the online Learning Management System
(LMS), participate in onsite and online class activities, submit
papers, take exams, and receive grades at the end of the
semester or term. If there are any special circumstances that
prevent a student from completing registration, they should
immediately see the University Registrar.

2.4.1.9.  Students may use the services of Ateneo de Manila only upon
completion of registration. Otherwise, they may not borrow
books from the library, use parking and internet facilities, or
avail themselves of any other facilities of the University.

2.4.1.10.  International students are subject to the rules and regulations

of the Bureau of Immigration and the Commission on Higher

Education. (https://ched.gov.ph/wp-
content/uploads/2018/02/JMO-No.-1-5.-2017.pdf)

2.4.1.10.1. Once admitted, international students are required

to submit to the Office of the Assistant Vice

President for University Partnerships and

Internationalization the following for registration

(may be subject to change depending on latest issuance

from CHED and Bureau of Immigration):

B For student visa holders — valid 9 (f) visa,
passport and ACR I-Card

W For holders of other types of visa valid for
enrollment — valid visa, passport, and ACR I-
Card

W For dual citizens — Certificate of Recognition

as Filipino Citizens or Philippine Passport.

On Fees and Payments: The regulations governing the payment of tuition and other fees are issued from time to time by the

Office of the Vice President for Finance and Treasurer. Ateneo de Manila University complies with all CHED
requirements regarding increases in tuition and fees.
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2.4.2.

2.4.3.

2.4.1.10.2. Holders of other visas valid for enrollment in the
Philippines will have to submit the required
admission documents to the Office of the
University Registrar at least two weeks before the
start of registration.

2.4.1.10.3. An International Student’s Fee is charged, every
enrollment, by Ateneo de Manila in addition to
the regular tuition and fees.

2.4.1.10.4. International students who wish to transfer to
another school should present a letter citing the
reason(s) for transfer to CHED. Transfer
credentials will be issued by Ateneo de Manila
upon receipt of the CHED clearance.

2.4.1.10.5. International students on student visas must
register for courses to earn credit (and grades) and
carry full-time academic loads.

2.4.1.10.6. International students who intend to temporarily
leave the Philippines must apply for an Emigration
Clearance Certificate and Special Return
Certificate with the Philippine Bureau of
Immigration if they wish to retain their student

visas.

Academic Load (Full Time/Part Time)

2.4.2.1.

2.4.2.2.

2.4.2.3.

Full Time — status of a student enrolled with a minimum of 9
credit units in a regular semester and minimum of 6 credit
units in intersession.

Part Time— status of a student enrolled with less than 9 credit
units in a regular semester and less than 6 credit units in
intersession.

In cases where the official curriculum or academic adviser
prescribes undergraduate courses for bridging purposes,
corresponding units will be counted towards the student’s

load in a semester or intersession.

Classification of Courses (Credit/Audit)

2.4.3.1.

2.4.3.2.

Credit— A course that the student enrolls in and is given a
grade after completion of all course requirements

Audit — A course that has no corresponding units, except for
tuition assessment purposes, and is not graded at the end of

the semester
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2.4.4.

2.4.3.3.  Unless taken as a refresher course, students may not enroll in
courses that form part of the student’s program on Audit.
2.4.3.4.  Students may register for a course on an Audit basis with the
permission of the Department Chair/Program Director.
Courses enrolled on Audit basis will not receive grades at the
end of a semester or term.
2.4.3.5.  The following deadlines must be observed for changing from
credit to audit and vice-versa:
® Change of status in the course from Credit to Audit must
be done within the first six weeks of classes of the semester
or within the period set by the Office of the University
Registrar.
® Change of status in the course from Audit to Credit must
be done within the first week of classes of the semester or
within the period set by the Office of the University
Registrar.
2.4.3.6.  The change shall be valid upon the completion of the Load

Revision Form on https://loadrev.ateneo.edu.

Load Revision

The Online Load Revision is the official record
that documents the changes requested by the student after the registration
period. The Load Revision process must be completed for the changes to
be in effect. Information about load revision is issued by the Office of the

University Registrar at https://Www.ateneo.edu/registrar/registration.

Load Revision request forms for addition of
course(s), withdrawal from a course with permission, and change of status
in the course from credit to audit and vice-versa can be accomplished

through https://loadrev.ateneo.edu.

2.4.4.1.  Addition of Course (s)

2.4.4.1.1. Students may register for an additional course or
courses after the official registration period.

2.4.4.1.2. No official recognition will be given for courses
added without permission.

2.4.4.1.3. The Load Revision Form for the addition of
courses must be submitted within the first week of
classes of the semester or within the period set by

the Office of the University Registrar. The request
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form can be accessed through

https://loadrev.ateneo.edu.
2.4.4.2.  Substitution of Courses
2.4.4.2.1. Students may substitute a course(s) for another
course(s) after the official registration period.
2.4.4.2.2. Substitution of courses must be done within the
first week of classes of the semester or within the
period set by the Office of the University
Registrar.
2.4.4.3.  Withdrawal from a Course with Permission
2.4.43.1. Students may officially withdraw from a course
registered in.
2.4.4.3.2. To withdraw from a class with permission,
students must complete a Load Revision Form on

https://loadrev.ateneo.edu. This is subject to the

following conditions:
® Withdrawal must be done within the first six
weeks of classes of the semester or within the
period set by the Office of the University
Registrar.
® The student should not have exceeded the
number of absences permitted by the Ateneo
de Manila.
® The student who fails to complete the Load
Revision process will be given a grade of W or
F as the course instructor sees fit.
2.4.5. Cross Registration
2.45.1.  Students may enroll in a course/s in another university while
enrolled in a degree program of Ateneo de Manila.
2.4.5.2.  Students admitted to the Ateneo de Manila Graduate
Education may cross-register in other schools provided:
® They are granted prior permission by their Department
Chair/Program Director and the University Registrar.
® The course has an equivalent at Ateneo de Manila and can
be validated for a specific Ateneo de Manila Course
Catalog Number.
® The course is not offered during the particular semester.
2.4.5.3.  The Department Chair/Program Director must determine if
the courses to be cross-registered are part of the degree

program.
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2.4.6.

2.4.5.4.

2.4.5.5.

2.4.5.6.

2.4.5.7.

Only completed courses with a passing grade may be
considered for validation as an Ateneo de Manila course with
pending approval of the Department/Program. The
Department Chair/Program Director may require a higher
grade or validating exam before a course is validated as an
Ateneo de Manila course. The student must find out the
conditions for validation before proceeding with cross-
registration.

Ateneo de Manila students who cross-register in other schools
may be allowed to credit courses up to a maximum of one-
third of the total coursework units.

Courses covered by the Comprehensive Examinations may
not be cross-registered.

In general, Thesis, Dissertation, and Capstone Project may
not be cross-registered unless covered by special arrangements

(i.e., exchange agreements, dual degree, cotutelle, etc.).

Information regarding Cross Registration is issued by the Office of the

University Registrar at

https://www.ateneo.edu/ls/reqistrar/registration/gradusggistration

Transfer of Credit and Validation of Courses

2.4.6.1.

2.4.6.2.

2.4.6.3.

Transfer of Credits refers to the crediting of graduate courses
previously taken from another institution towards the degree
program that the student currently pursues, provided that the
courses have not been counted toward any previous degree.
Validation of Courses refers to the process of crediting of
graduate courses, taken within Ateneo de Manila (i.e., shiftees
and subsequent graduate degree) or outside (i.e., cross-
register, dual degree, outbound student exchange, and
transferees), recognized as equivalent or substitute of courses
required for the current program.
Students who were admitted into Ateneo de Manila may be
allowed to credit courses taken outside the University
provided that:
® these courses were taken within the last 5 years prior to
the student’s enrollment to Ateneo de Manila
® ctotal transferred, validated, and cross-registered courses
including those taken under official Ateneo Exchange

Program does not exceed 1/3 of total coursework units
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® these are courses of civil degree programs recognized by
the Commission on Higher Education and/or its foreign
equivalent
2.4.6.4.  Master’s level courses may be considered for credit in other
Master's level courses. Doctoral level courses may be
considered for credit for other Doctoral and Master's level
courses.
2.4.6.5.  Students applying to Dual Degree, Joint Degree, Sandwich
and Cotutelle programs must adhere to the rules of validation
stipulated in its implementing guidelines.
2.4.6.6.  Courses covered by the Comprehensive Examinations, Thesis
and Dissertation courses must be earned at Ateneo de Manila
and may not be validated from units taken outside.
2.4.6.7.  Subsequent Graduate Degree Students may validate courses
taken in the previous master’s/ doctoral degree provided that:
® Only courses taken within 5 years may be validated.
® Thesis, Dissertation, Capstone Project, and
Comprehensive exam cannot be validated.
® In special cases, a subject(s) taken more than 5 years prior
to the commencement of the subsequent degree may be
validated upon the approval of the Registrar based on the
accepting department/program’s evaluation and
endorsement.
2.4.6.8.  Validated courses from outside Ateneo de Manila will not be
part of the computation of a student’s Grade Point Average
(GPA).
2.4.6.9.  Students must have these courses credited within the first
semester of study at Ateneo de Manila.
2.4.6.10.  Transfer of Credits/Validation Forms must be completed
within these periods:
® Transferees: not later than one school year from first
enrollment
® Outbound exchange and Dual Degtree students: not later
than one semester before graduation;
® Shiftees: within the first semester of the student's tenure in
the new degree programs.
Information regarding the process of transfer of credits and validation of courses
is issued by the Office of the University Registrar at
https://www.ateneo.edu/ls/registrar/academpiocesses
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24.7.

2.5. Attendance and Schedule
Academic Calendar

2.5.1.

Registration for Formal Residency Status

2.4.7.1.

2.4.7.2.

2.4.7.3.

2.4.7.4.

A graduate student may request to be granted official status as

a student of Ateneo de Manila without enrolling in any

courses fOI' the coming semester.

Students may apply for an Official Residency Status with the

Oftice of the Assistant Vice President for Graduate Education

provided that:

2.4.7.2.1.

2.4.7.2.2.

2.4.7.2.3.

2.4.7.2.4.

The student has completed their coursework and
comprehensive examinations and is at the
thesis/dissertation/capstone project stage.

The student is well within the regular time limit
to complete their program (Five years for Straight
Bachelor-Master's and regular Master's programs;
and seven years for Straight Master's-Doctoral and
regular Doctoral programs).

The student is unable, for various reasons, to
enroll for thesis/dissertation direction/capstone
project.

The student completes the process within the

registration period.

To register for formal residency status, the student must:

® secure the endorsement of their Department Chair/

Program Director

® secure the endorsement of their

thesis/dissertation/capstone project adviser, if the student

has previously enrolled in Thesis/Dissertation/Capstone

Project

® accomplish and upload all endorsements in the Residency

Application Form.

If approved, the student must enroll for Residency Status

(course catalog number 299.5 for master’s level or 399.5 for

doctoral level) within the registration period.

The academic year is divided into two semesters of 18 weeks each and an
Intersession of 6 weeks. Class work in the intersession term is equivalent
to class work for one semester. The school year begins in June for the

Intersession, August for the First semester, and January of the following
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year for the Second semester. The academic calendar can be viewed at

https://www.ateneo.edu/registrar/academic-calendar.

2.5.2. Learning Hours and Class Attendance

2.5.2.1.  Learning hours refer to the total time a student devotes to
fulfilling the learning outcomes of the course. It encompasses
both the assigned contact hours and the preparation time the
student spends for the class hour or for an assessment.

2.5.2.2. A minimum number of onsite contact hours per credit unit is
assigned to fulfill program regulatory requirements and to
maximize in-person collaborative learning experience.

2.5.2.3.  Students are expected to attend at least 80% of the total
contact hours per course. A grade of W will be given to those

who are unable to do so.

For every 1 credit unit:

Total Learning Hours 30
Total Contact Hours 15
Minimum In-person Contact Hours 8

Minimum Expected Attendance Hours 12

Note: In-person contact hours may be subject to change depending
on changes in CHED regulatory requirements.

2.5.2.4.  Regular attendance in all classes is one of the most important
obligations of students. They are expected to attend all
scheduled onsite classes, online synchronous sessions, exams,
exercises, and all other synchronous and asynchronous
activities required by the instructor.

2.5.2.5.  Class hours lost by late registration are considered as absences.

2.5.2.6.  Students absent from class(es) are responsible for all the work
given by the instructor(s) on the day of absence.

2.5.2.7.  Class attendance, whether online or onsite, should not only be
regular; it should be punctual. Recording lateness as an

absence is left to the instructor’s discretion.
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2.5.3.

Suspension of Classes
2.5.3.1.  Automatic Suspension of Classes
2.5.3.1.1.  As mandated by the President of the Philippines
through Executive Order No. 66 Series of 2012,

automatic suspension of classes applies when:

® Signal No. 3 or higher is raised by Philippine
Atmospheric, Geophysical and Astronomical
Services Administration (PAGASA).

® Localized cancellation or suspension of classes
is implemented by local government chief
executives.

2.5.3.1.2. When automatic suspension of classes applies,

students do not need to wait for an official

announcement from the University. Nevertheless,

the University Marketing and Communications

Oftice (UMCO) will post announcements

through the University’s official channels.

2.5.3.2. Non-Automatic Suspension of Classes

During inclement weather conditions and other weather

disturbances (e.g., intense rain, serious flooding, etc.) when

automatic suspension of classes does not apply, the following

shall be responsible for suspending classes for their respective

schools:

® Vice President for Higher Education — SOH, SOSS,

SOSE, JGSOM, GBSEALD

® Respective Deans — AGSB, ALS, ASMPH, ASOG

2.5.3.3.  Suspension of Student Activities

Suspension of classes includes the suspension of all student

activities.

2.6. Change of Degree Program

2.6.1.

2.6.2.

2.6.3.

A student may request to change their current degree program or

concentration.

Students change degree programs under two general circumstances:

® They voluntarily want to change programs.

® Their home department asks the student to change degree programs
because of failure to meet the department/program’s retention
requirements.

Students may change their degree program provided they:
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2.6.4.

2.6.5.

2.6.6.

2.6.7.

2.6.8.

2.6.9.

® obtain permission from their home department/program and the
accepting department

® follow the procedure and deadlines set by the Office of the University
Registrar

® shift within their last term of enrollment

® are well-within the residency (See 2.10.1. Residency)

® have not filed for a clearance for graduation

The shift is considered official upon the completion of the Change of

Degree Program process (https://www.ateneo.edu/ls/registrar/academic-
processes) within the deadline set by the Office of the University
Registrar.

While a request to change degree programs is pending, the student
should continue attending classes even if these are for a course not
required in the student’s new program. A request to change degree
programs is not a substitute for official withdrawal. An enrolled student

must accomplish the online Load Revision Form on

https://loadrev.ateneo.edu to officially withdraw from classes.

Students should also meet the qualifications needed to fulfill the desired
program’s academic requirements, such as undergraduate or graduate pre-
requisites or the minimum grades for specific major courses that the
student’s new department/program may require.

Upon approval of the shift to another program, the student will normally
be registered on a probationary basis with some academic requirements. It
will therefore be practical for the student to confer with the Department
Chair/Program Director regarding the new program of study. This may
be done at the time the request is approved or shortly thereafter.

A shift to another program done after the load revision period shall be
effective only in the next school term.

Shifting to another degree program does not restart the residency count.

2.7. Student Performance

2.7.1.

Academic Requirements

Students must complete all academic requirements specified in their
curriculum program of study. In general, these include:

v completing the coursework units

v passing the comprehensive examinations

v submitting and securing approvals for the final revised copies of the

thesis/dissertation/capstone project, and
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2.7.2.

2.7.3.

2.7.4.

v complying with dissemination/publication requirements

Taking an Advanced Final Exams

2.7.2.1. A student may request to take the final examination for a
course ahead of the given schedule.

2.7.2.2.  Taking an advanced final examination is a privilege that is not
automatically granted to a student. The conditions and

arrangement depend on the instructor concerned.

Taking a Deferred Final Exams

2.7.3.1. A student may request to defer beyond the determined
schedule the taking of the final examination for a course.

2.7.3.2.  Taking a deferred final examination is a privilege that is not
automatically granted to a student. The conditions and

arrangement depend on the instructor concerned.

Grades
2.7.4.1.  Grading System for Graduate-Level Courses
Letter | Grade Point | Description
Mark Equivalent
(GPE)
A 4.00 Excellent Performance
A- 3.67 Very Good Performance
B+ 3.33 Good Performance
B 3.00 Satisfactory Performance
C 2.00 Unsatisfactory Performance
(This grade does not entitle students to any
graduate credit for the course)
F 0.00 Failure due to academic deficiency
(This grade does not entitle students to any
graduate credit for the course)
WP - Withdrawal from class with the permission
of the Department Chair/Program
Coordinator, Assistant Vice President for
Graduate Education and the Registrar
INC - Incomplete grade given at the discretion of
the instructor owing to failure to submit
course requirements.
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Number of allowable cuts for a graduate
course exceeded

(This grade does not entitle students to any
graduate credit for the course)

2.7.4.2.

2.7.4.3.

Computation of Student's Grade

2.7.4.2.1.

2.7.4.2.2.

2.7.4.2.3.

2.7.4.2.4.

Student’s grade in any course is computed at the
end of each semester. A grade is based on a variety
of academic evidence as indicated in the syllabus
such as research papers, reports, written and oral
examinations, class participation, laboratory work,
field work, etc., as deemed appropriate by the
instructor. Except in the case of a W grade
(Withdrawal without Permission), attendance does
not form part of the students’ grade for the course.
Students who cheat in any assessment or course
requirement receive a failing grade for it.

The students are responsible for ascertaining their
general academic performance periodically and
especially at the end of each semester.

Students should ensure that they have taken and
passed all required courses towards the completion
of their degrees. Students should regularly review
their Individual Programs of Study (IPS) on the
Ateneo Integrated Student Information System
(AISIS) to ensure that they do not lack any courses
to graduate on time. If courses are not yet listed as
“passed” on AISIS but the student believes they
have already passed the said courses, the student
should report to the Office of the University

Registrar immediately.

Grades of C, F, and W

Students who receive any of these grades in a required course

must retake the course and obtain a grade of at least “B”. If the

course happens to be an elective, students must repeat the

course or substitute another in its place. No grade below “B”

will be accepted for degree credit.
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2.7.5.

2.7.6.

2.7.4.4.

2.7.4.5.

Computation of the Grade Point Average (GPA)

The GPA will only be computed based on the GPE of all
courses taken beginning Intersession Term SY 2018-2019.

Official Grades

2.7.4.5.1. Only grades posted on AISIS are considered
official.

2.7.4.5.2. Grades reflected in the class learning management
system (LMS) are not the official grades of the
class.

2.7.4.5.3. Students taking up undergraduate course/s will be
given grades based on the undergraduate grading
system.

2.7.4.5.4. Once posted in AISIS, final grades may only be
changed upon the approval of the Standards

Committee (See 2.7.7. Request for Change of
Grade).

Class Standing and Deficiencies

It is the students' obligation to make sure that they complete all their

course requirements. Teachers should make available a student's class

standing, which includes a record of deficiencies, prior to the end of an

academic term when a student asks for it. Instructors are also expected to

contact students regarding their deficiencies.

Completion of an Incomplete Mark

2.7.6.1.

2.7.6.2.

2.7.6.3.

2.7.6.4.

A student may be given a temporary grade of INC, in
extraordinary circumstances when some requirements of a
course (except the final examination) have not been met.
Students who receive a grade of “INC” are required to
complete the requirements within the deadline set by the
instructor or at least one month before the end of the one-
year grace period if the instructor sets no deadline.

Students with an “INC” in a course that is a prerequisite to a
succeeding course will not be allowed to register for the
succeeding course.

If the requirement is not completed at least one month before
the end of the one-year grace period or by the deadline set by

the instructor, the grade will be automatically changed to an F
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2.7.7.

(Failed). (See Academic Calendar for deadline for completion

of incomplete grades.)

Request for Change of Grade

2.7.7.1. A student may request to change their grade for a particular
course, on the basis of apparent miscalculation of the final
grade or typographical error in the transfer of grade to the
official grade sheet by the teacher.

2.7.7.2. A request for a change of grade may also be teacher-initiated
if the teacher inadvertently makes a mistake in the calculation
or recording of a student’s grade.

2.7.7.3.  Appeals for change of grade are done within the semester after
the official day of distribution of grades. Students are expected
to promptly review their final grades at the end of each
academic term. Unless an appeal for a change of grade is
submitted, it is deemed that students consider their grades to
be an accurate reflection of their academic performance.

2.7.7.4.  The appeal for change of grade should be substantiated with
syllabus, test papers, reports, assignments, and projects.

2.7.7.5.  Opinions such as “I feel I deserve a better grade” are not valid
as reasons in themselves. Even if the student succeeds in
convincing their teacher of the opinion, but it is not
supported by material evidence, the appeal is not endorsed.

2.7.7.6.  Having a perfect record of attendance is not in itself a valid

reason for a change of grade.

For student-initiated appeals, the student downloads and fills out the
Student-Initiated Appeal For Change of Grade form and requests the

teacher and the Department Chair/Program Director to endorse the
appeal. If endorsement is granted, the Department Chair/Program
Director forwards the appeal to the Office of the Assistant Vice President

for Graduate Education.

For teacher-initiated appeals, faculty may request the form from their

Department Chair/Program Director or department/program secretary.

Approval of appeals for change of grades rests with the Standards

Committee.
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2.8.

Comprehensive Examinations

2.8.1.

2.8.2.

2.8.3.

2.8.4.

2.8.5.

2.8.6.

The comprehensive exam is generally a two-part examination that aims

to test the student’s knowledge, competency, and/or expertise in their

field of study. It typically covers all core or foundation courses and may

include some pre-identified major and specialized courses.

Students may take the Comprehensive Examinations after completion of

certain courses as prescribed in the program’s curriculum and CHED

Memorandum Order (CMO) and/or prior to the commencement of their

thesis/dissertation/capstone project.

In general, the schedule of the Comprehensive Examinations are

conducted every first two Saturdays of the following months for each

semester/term as scheduled by the Assistant Vice President for Graduate

Education:

® Intersession Term - July

® First Semester - November

® Second Semester - April

Depending upon the approved program of studies, the Comprehensive

Examinations are written, oral, or both.

The departments/programs may conduct the Comprehensive

Examinations either online or onsite, depending on the concession to be

made between the students and the department/program. Students are

advised to coordinate with their Department Chair/Program Director for

the specific details, including orientation.

As each department and program is given the flexibility to determine how

it will conduct the Comprehensive Examinations, orientation shall be

carried out by each of the departments or programs at the beginning of

the semester or term. Ideally, the orientation should include the following

information:

® purpose of the exam (i.e., what outcomes and competencies are being
assessed)

® coverage of the exam

® components/parts and/or number of questions

® mechanics and schedule of the release of questions and submission of
answers

® rubrics for marking

® technical aspects (e.g., the platform to be used, devices students
currently use, etc.)

® venue, equipment, and software available for onsite delivery
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2.8.7.

2.8.8.

2.8.9.

2.8.10.

2.8.11.

® contact information of the assigned Comprehensive Examinations
Coordinator (CEC) who is responsible for managing the
Comprehensive Examinations for the department or program

For online mode, instructions on how to access the Canvas will be

emailed to the students at least 2 weeks before the exam date. This will

give the students time to check their access to the platform and confirm if
they have been successfully enrolled in the Comprehensive Examinations
class.

Results of the Comprehensive Examinations will be posted in the
student’s AISIS account on the scheduled grade posting of the Office of
the University Registrar. Students are advised to contact their home
department/program should their grade still bear an asterisk mark after
grades have been released.

Requests for cancellation or deferment must be made in writing endorsed
by the Department Chair/Program Director and approved by the
Assistant Vice President for Graduate Education at least one week before
the examination date. The student should include the reason/s for making
the request for deferment. For medical or other emergency situations,
proof must be submitted (e.g., a medical certificate).

Students automatically receive a failing mark in the Comprehensive
Examinations if the student does not appear on the scheduled dates,
except in cases of medical or other emergency situations for which proof
must be submitted (e.g., a medical certificate).

Students are allowed only one retake of the Comprehensive Examinations
in case of failure on the first attempt. Students who fail the retake are
automatically dropped from the degree program. The grade of “F”
(Failed) is reflected in the Transcript of Records.

2.9. Final Academic Requirements

(https://www.ateneo.edu/]s/graduate/students/thesis)

2.9.1.

Thesis and Dissertation

Thesis and Dissertation are student-conducted research under close

supervision by a designated faculty adviser. Research” is defined as:

“A systematic investigation wherein the proponent:

W poses research questions or hypotheses

2 From: University Research Ethics Office Guidance Notes
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2.9.2.

2.9.3.

2.9.4.

W collects quantitative or qualitative data in an organized way

W analyzes results and derives conclusions that are intended to
contribute to generalizable knowledge, i.e. knowledge that
contributes to a theoretical framework of an established body
of knowledge, and/or that is to be generalized to a larger
population beyond the site of the data collection or population
studied, and/or that is intended to be replicated in other

settings.”

The aim of the thesis is to reflect the student’s mastery of a relevant
specialized area of their discipline. It also demonstrates the student’s ability
to critically engage the topic through the conduct of a scientifically and

ethically sound research process.

Meanwhile, a dissertation’s aim is to contribute new knowledge, theory,
or practice in the student’s field or discipline. It demonstrates the
student’s ability to produce an original body of work by using previous

research as a guide.

A thesis marks the culmination of the student’s master’s program, while a

dissertation marks the culmination of the student’s doctoral program.

Capstone Project

The capstone project is an investigative project, action-based research, or
an integrative paper on a social problem that culminates in the
opportunity to exhibit new knowledge or the implementation of a
project, presentation, or performance. This encourages students to apply

what they have learned to real-world issues or problems.

A capstone project marks the culmination of the student’s professional

master’s or doctoral program.

Conferment of Candidacy

A student is conferred the candidacy status upon their enrollment in

Thesis I/Dissertation I/Capstone Project.

Enrollment
294.1. TDCPI

2.9.4.1.1. Students are eligible to enroll in Thesis I (Cat. No.
299.1) / Dissertation I (Cat. No. 399.1) /Capstone
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Project (Cat. No. 298 / 398) after completion of all
coursework, Practicum/ Internship, and
Comprehensive Exams.

2.9.4.1.2. Students are permitted to enroll in a colloquium or
seminar course (cat. No. 290-291/ 390-391) whose
outcomes are the production of parts of the TDCP
concurrently with TDCP I provided that these

courses were indicated in the approved
curriculum.
2.9.4.2. TDCP II
2.9.4.2.1. Students are permitted to enroll in Thesis (Cat.
No. 299.2) /Dissertation II (Cat. No. 399.2) after
successfully passing a proposal in
Thesis/Dissertation I.
2.9.4.2.2. Students are permitted to enroll in Capstone
Project II after successfully passing a proposal in
Capstone Project I if the approved curriculum
indicates two CP enrollments.
2.9.4.3.  The AISIS will reflect an asterisk mark if the student is not
able to complete the project within the semester.
2.9.4.3.1. For students in the Professional Track master's
degree program with one CP enrollment in the
official curriculum, they need to re-enroll in CP if
not completed within one semester as long as they
are still within the residency term limit. (See
2.10.1. Residency)
2.9.4.4.  Students are responsible for obtaining a copy of the

Thesis/Dissertation/Capstone Project Procedures and
Guidelines from the Office of the Assistant Vice President for
Graduate Education

(https://www.ateneo.edu/ls/graduate/students/thesid their

Department/Program. Most departments/programs have their
own specific written thesis/dissertation/capstone project
guidelines and procedures that students must know and

adhere to.

2.9.5. Assignment of Adviser/s

2.9.5.1.  Upon enrollment in Thesis I/Dissertation I/Capstone Project,
the student is assigned one or more advisers.

2.9.5.2.  To qualify as a primary adviser, the faculty member must:
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2.9.6.

2.9.7.

® have a PhD or doctoral degree
® be a permanent faculty member (or in tenure track)
® be chosen on the basis of the adviser’s expertise and
research interests alighed with the student’s research
topic
® be a faculty member from the department/program
where the student is enrolled; and belonging to a
research group of the department; and
® have completed/published work in the past 5 years and
have ongoing research work
2.9.5.3.  In cases where the proposed topic is of a multidisciplinary
nature, another faculty may be invited as a “co-adviser”
2.9.5.4.  To qualify as co-adviser, the faculty member/s must:
® have at least a master’s degree with doctoral
units (or its equivalent)
® be a current faculty member and/or research
affiliate of the Ateneo de Manila; and
® be chosen on the basis of the expertise and
research interests aligned with the student’s
research topic
Note: Each adviser must not have more than five (5)
thesis/dissertation/capstone project advisees, inclusive
of both in and oftampus students as mandated by
CHED CMO 15 series of 2019

Assignment of Panel Reader/Critic Reader

The thesis/dissertation/capstone project panel must include the assigned
panel/critic reader/s. The panel/critic reader/s must hold a PhD or Doctoral
degree and should be an expert in the field of study/ be a content or

method specialist.

Assignment of Panel Members

2.9.7.1.  In consultation with the student, the adviser, the graduate
program coordinator, and, if necessary, other members of the
Department/Program, the Department Chair/Program
Director decides on the composition of the
thesis/dissertation/capstone project panel. Ideally, the members
of the examination panel should be the same for both the

proposal and final defense.
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2.9.8.

2.9.7.2.

2.9.7.3.

2.9.7.4.

2.9.7.5.

For thesis and capstone project, the panel should have at least

3 members, including the panel/critic reader and the method
specialist:

® panel/critic reader (1)

® other members (2)
The thesis and capstone project panel composition may
include the primary adviser, but not the co-adviser. An
additional external member (not affiliated with Ateneo de
Manila University) is optional.
For dissertation, the panel should have at least 5 members,
including the assigned panel/critic readers, the method
specialist, and an external member:

® panel/critic readers (2)

® other members (2)

® external member
The dissertation panel composition may include the primary
adviser, but not the co-adviser.
The department/program may assigh more than the
minimum required panel members as required by its CMO
for Policies, Standards, and Guidelines. With the exception of
the primary adviser and the assigned Panel or Critic Reader/s
who should have a PhD or doctoral degree, all other panelists
should have at least a:

® master’s degree for a master’s defense;

® doctoral degree for a dissertation defense.
The Department Chair and/or Program Director assigns a
Panel Head from one of the examination panelists. The

primary adviser cannot be designated as Panel Head to avoid

any potential conflicts of interest.

Proposal Defense

2.9.8.1.

2.9.8.2.

2.9.8.3.

All students enrolled in programs that require a thesis and
dissertation must undergo a thesis/dissertation oral proposal
defense.

Students enrolled in two CP enrollment must undergo a
capstone project oral proposal defense.

The proposal defense should fall within the official academic

calendar (https://www.ateneo.edu/registrar/academic-
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2.9.9.

2.9.8.4.

2.9.8.5.

calendar) of the school year as released by the Office of the
University Registrar.

Students must be enrolled in Thesis/Dissertation/Capstone
Project I to be allowed to enroll in Proposal Defense.

Students enrolled in Thesis I, Dissertation I/Capstone Project I
must pass their oral proposal defense before they are permitted

to enroll in Thesis II/Dissertation II/Capstone Project I1.

Ethics Clearance

2.9.9.1.

2.9.9.2.

2.9.9.3.

2.9.9.4.

2.9.9.5.

2.9.9.6.

Once the proposal has been accepted by the panel, the student
needs to coordinate with the Department/Program and the
University Research Ethics Office (UREO) to apply for Ethics
Clearance or Validation of Exemption from Review.
Securing research ethics clearance is required for:
® research involving direct interaction with living human
participants
® research involving collection of data or materials (e.g.,
biological specimens, voice recordings, videos or
images) from living human participants
Research that does not involve human participants may still
require regulation from other bodies in the University and the
student must comply with these relevant policies. With
respect to UREO and the Ateneo de Manila University
Research Ethics Committee (AAMUREC or UREC),
however, no further action is required from the student as per
UREO guidelines.
It is the student’s responsibility to work with the adviser/s to
ensure that ethics approval is secured prior to the actual

conduct of the research. A student can only start with data

collection after securing clearance.

Any changes in the methodology used which may be
perceived as unethical and/or may cause harm to the human
participants should be reported to UREO.

All advisers are expected to ensure that the
Thesis/Dissertation/Capstone Project has met ethical
requirements prior to submission to the
Thesis/Dissertation/Capstone Project reader and examination

panel.
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Note: Guidelines for Ethics Clearance or Validation of Exemption from
Review can be accessed through
https://www.ateneo.edu/central/ureo/guidelines

2.9.10. Final Defense

The final defense aims to provide the students an opportunity to present
their research, clarify issues and reply to the critique and challenges to their
arguments by the expert members of their panel. This is also a venue
where the student can interact directly with accomplished and respected
scholars and practitioners in their respective fields and/or professions.
Ideally, panelists in the final oral defense should be the same members who
assessed the proposal. Students must coordinate with their
Department/Program for the final oral defense guidelines specific to the
degree program.
2.9.10.1.  After passing the proposal defense, students have to be
enrolled in Thesis/Dissertation/Capstone Project II in the
semester during which the thesis/dissertation/capstone project
is defended.
2.9.10.2.  The final oral defense should fall within the official academic

calendar (https://www.ateneo.edu/registrar/academic—

calendar) of the school year as released by the Office of the
University Registrar.

2.9.10.3.  Adherence to the final oral defense deadline will ensure that
the grade has been submitted to the Office of the University
Registrar before the student’s final submission in AISIS.

2.9.10.4.  The thesis/dissertation/capstone project final defense and the
completion of the requirements of the degree must be done
within the maximum allowable residency period in order to

qualify for graduation (See 2.10.1 Residency).

2.9.11. Grading for the Written Work and Oral

Examination for TDCP
2.9.11.1. Dissertation

The dissertation shall be graded according to the following:

Criteria Weights Unsatisfactory Satisfactory = Good = Very Good Excellent
(%) C=2.00 B=3.00 B+=3.33 A-=3.67 A=4
Written Work 70
1. Content 55
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2. Organization of Ideas 15

The final grade of the student is obtained by averaging the

individual scores of the panel members in the Grade Report

Form. However, it is recognized that there may be occasions

when the panel members have to arrive at the final grade by

discussion and consensus.

The thesis shall be graded according to the following:

Oral Defense 30

3. Presentation 15

4. Ability to Answer Questions 15

and Defend Ideas

Total 100
2.9.11.2.  Thesis

Criteria

Written Work

Definition of research scope and goals

Depth of knowledge of the topic

Method/s and quality of argumentation

Thesis organization and language

Contribution to knowledge

Oral Defense

Quality of thesis presentation

Ability to answer questions and defend ideas

Final Grade for Thesis
Written Work: 80%
Oral Defense: 20%

*Note: The percentage for each criterion for Written Work and Oral Defense is determined per School

Criteria for Written Work

*Weights (%)
80%

20%

2.9.11.2.1. The criteria, levels of performance, and descriptors

for grading the thesis written work are as follows:

Characteristics lowering the Characteristics of a good

grade (C)

Definition of research scope Narrow and/or poorly

and goals

defined research scope
Poorly defined goals

Vague research question/s

thesis (B/B+)

Apt and clearly defined
research scope

Feasible and clearly defined
goals

Clear and answerable
research question/s

Demonstration of critical
thinking in definition of
goals, and in the choice and
articulation of research

Characteristics improving
the grade (A-/A)

Apt, precisely defined, and
thoroughly justified research
scope

Demonstration of superior,
critical and mature thinking,
and appreciation of
complexity in the definition
of goals, and in the choice of
articulation of research
questions
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Depth of knowledge of the
topic

Method/s and quality of
argumentation

Thesis organization and
language

Contribution to knowledge

Criteria for Oral Presentatio

Quality of thesis
presentation

Inadequate grasp of the
research topic

Missing key sources or
important information

Few or irrelevant reference
materials

Weak and vague reasons
given for the methodological
choices

Shortcomings in the
application of methods
(including research ethics)

Few or poorly justified
conclusions

Notable shortcomings in the
analysis and use of sources

Thesis structure is unclear,
structural inconsistencies are
present

Language does not facilitate
the understanding of the
content (style, vocabulary,
sentence structures,
spelling)

Results not in line with the
goals

Minor independent output

guestions

Adequate grasp of the
research topic

Critical use of appropriate
and relevant reference
materials on the topic

Research questions
answered using appropriate
methods

Methods applied correctly
and adequately

Conclusions drawn logically
and appropriately from the
material

Cited works and data are
utilized, evaluated, and
analyzed critically

Thesis is well-organized and
its structure is logical

Language used is
appropriate and the text is
easily understood

Overall appearance is
appropriate

When applicable, figures and
tables are illustrative

Results in line with the goals
Makes original contribution

to the existing body of
knowledge

Broad-based knowledge of
the material relevant to the
research topic

Critical use of ample sources
that throw light on the topic
from a variety of
perspectives

Methodological choices
thoroughly justified

Methods very skillfully
applied

Conclusions drawn logical
and with substantial insight

Cited works and data are
utilized, evaluated, and
analyzed critically with
expertise/ sophistication

Written in fluent, formal
style

Language facilitates the
understanding of the
contents

Impeccable and coherent
overall appearance

Results in line with goals

Makes significant original
contribution to the existing
body of knowledge

2.9.11.2.2. The criteria, levels of performance, and descriptors

for grading the thesis oral presentation are as

follows:

Characteristics lowering the
grade (C)

Explanation and
communication lack clarity
and completeness;
organization of presentation
lacks logic

Presentation aids used are
not appropriate and/or did

not facilitate understanding

Lacks connection with

Characteristics of a good oral Characteristics improving the

defense (B/B+)

Explanation and
communication are clear,
concise, complete, and
logical

Presentation aids used
(visual aids, slides, tables,
etc.) are appropriate for the
topic

Good connection with

grade (A-/A)

Explanation and
communication are very
clear, comprehensive, and
logical

Ideas transition smoothly
from one to another and can
easily be followed

Presentation aids used are
appropriate and facilitated
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Ability to answer questions

and defend ideas

2.9.12.

2.9.13.

audience and panelists audience and panelists understanding

Did not keep a good pace Generally kept a good pace  Kept a very good pace and
and/or did not stay within and stayed within the time stayed within the time limit
the time limit limit

frequently

Excellent connection with
audience and panelists

Misunderstands questions Shows sufficient grasp of the  Shows excellent grasp of the

questions questions

Responses are vague, Responses are clear and apt  Responses are very clear,
inaccurate, contradictory persuasive, and well-

2.9.11.3.

articulated

2.9.11.2.3. The final grade of the student is obtained by
averaging the individual scores of the panel
members in the Grade Report Form. However, it
is recognized that there may be occasions when
the panel members have to arrive at the final grade

by discussion and consensus.
Capstone Project

2.9.11.3.1. The criteria for Capstone Project grading is set by

the Departments/Programs.

2.9.11.3.2. The capstone project grade is recorded on the
Capstone Project Grade Report Form (Form 40).

Failure of TDCP

If students fail their initial thesis/dissertation/capstone project written work

and final oral defense, they can re-enroll for Thesis II/Dissertation

[I/Capstone Project and a second final oral defense. Students will be

granted two consecutive semesters to complete and defend their

thesis/dissertation/capstone project. If they are not able to complete their

thesis/dissertation/capstone project or fail the second written work and

final oral defense, they will be automatically dismissed from the Ateneo de

Manila.

Assignment of Style Reader

2.9.13.1.

2.9.13.2.

All students must be assigned a Style Reader after successfully
passing the written work and final oral defense. For CP,
students are advised to check with their respective
department/program.

A Style Reader must be a faculty member and/or graduate
student of the Ateneo de Manila University.
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2.9.14.

Graduate Degree
Type

Master in
(Professional)

Master of
Arts/Science
(Academic)

Doctoral
(Academic)

Doctoral
(Professional)

2.9.13.3.

2.9.13.4.

other requirements.

are followed.

Dissemination and Publication

Must check the completeness of the submitted manuscript and

Must make sure that the manuscript technical specifications

Depending on a graduate student’s degree and the school year the student

was admitted/shifted to a new degree program, the student may be

required to submit a paper for conference presentation and/or publication

before graduation. The required publication output per degree type and

admission date is summarized in the table below:

Students admitted prior to
SY 2019-2020

None

None

Submission of a

manuscript related to the
dissertation for publication
in a non-predatory and
peer-reviewed journal

Submission of a

manuscript related to the
dissertation for publication
in a non-predatory and
peer-reviewed journal

2.9.14.1.

Publication Output

Students admitted/shifted to a
new degree program in SY 2019-
2020

Departments/Programs may
require a paper presentation in an
international, local or
school/university
symposia/conference

Presentation of a paper based on
their thesis in an international,
local, or school / university /
symposia conference

Submission of a manuscript
related to the dissertation for
publication in a non-predatory and
peer-reviewed journal;

AND presentation of a paper
based on their dissertation in a
local, international, school/
university conference/ symposia

Submission of a manuscript
related to the dissertation for
publication in a non-predatory and
peer-reviewed journal;

AND presentation paper based on
their dissertation in a local,
international or school/university
conference/ symposia.

Students admitted/shifted to a
new degree program in SY
2022-2023

Departments/Programs may
require a paper presentation in
an international, local or
school/university symposia/
conference

Acceptance in at least one
publication in peer-reviewed
journal (please refer to Scopus
or Web of Science database or
list of acceptable
journals/publishers of School)

Acceptance in at least one
publication in peer-reviewed
journal (please refer to Scopus
or Web of Science database or
list of acceptable
journals/publishers of School)

Submission in at least one
publication in peer-reviewed
journal (please refer to Scopus
or Web of Science database or
list of acceptable
journals/publishers of School)

Acceptance of a part of the thesis/dissertation/capstone project
for presentation or publication does not obligate the

examination panel, the dean, or the University to accept the
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2.9.14.2.

2.9.14.3.

2.9.14.4.

2.9.14.5.

2.9.14.6.

2.9.14.7.

thesis/dissertation/capstone project as fulfilling the degree
requirements.
Students must comply with the dissemination and publication
requirements of their degree programs, should this be above
the minimum requirements of the Ateneo de Manila.
If required by the program, papers should be submitted in a
non-predatory conference. The student must submit a
certification from the organizing body, which should indicate
the following:

® name of the student as the presenter

® successful presentation of the paper with the

conference date

® conference title
Peer-reviewed, non-predatory journal article indexed in
Scopus, Web of Science or fall under Category C list of
publications of the corresponding School
Peer-reviewed Book/book chapter by non-predatory
publisher indexed in Scopus, Web of Science or falls under
Category C list of publishers of the corresponding School
For D/PhD: The department/program may specify
Scopus/Web of Science.
The student must only submit to any of the approved list of
academic publishers and journals in addition to those indexed

in Scopus and Web of Science.

2.9.15. Submission and Approval of Revised Manuscript
and Other Requirements

2.9.15.1.

2.9.15.2.

Students submit the revised manuscript to their adviser/s for
review and approval of content.

All students are expected to submit original work for their
Theses, Dissertations, or Capstone Projects. The work must
be written in its entirety by the student, with proper and
accurate referencing for any borrowed content. Students must
ensure their submissions do not contain copied, paraphrased,
translated, or summarized content from any other sources,
including their previous works. All research and writing must
adhere to the highest standards of academic integrity, ethical
conduct, and copyright laws, as well as the relevant policies of

Ateneo de Manila University, such as the Ateneo Intellectual
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2.9.15.3.

2.9.15.4.

2.9.15.5.

2.9.15.6.

2.9.15.7.

2.9.15.8.

Property Policy and the Thesis, Dissertation, and Capstone
Project Guidelines for Graduate Students. Violations of this
policy, including any form of plagiarism or misrepresentation,
will result in severe academic penalties, including the potential
for a failing grade and the revocation of any conferred
academic degrees.

The revised manuscript should also be submitted to the
designated style reader for checking of mechanics and

technical specifications of the manuscript. It should be noted

that the style reader is distinct from the panel/critic reader/s.

Once cleared by the adviser/s and style reader, the student
proceeds with the uploading of the soft copy of the revised
thesis/dissertation/capstone project and other requirements in
AISIS.
If students are unable to secure approval of the TDCP within
the semester when it was defended, students must enroll in the
semester/term they intend to submit their final revised
manuscript and other requirements in AISIS.
2.9.15.5.1. Within one year from the final oral defense term

® CP Submit 298.66

® Thesis Submit 299.6

® Dissertation (CP) Submit 398.66

® Dissertation Submit 399.6
2.9.15.5.2. Beyond one year from the final oral defense term

® CP Submit 298.77

® Thesis Submit 299.7

® Dissertation (CP) Submit 398.77

® Dissertation Submit 399.7
Capstone Project Submit only applies to students whose
approved curriculum requires final oral defense enrollment.
Students are given two years from the final oral defense
term to submit the final revised manuscript and other
requirements provided it does not exceed the maximum
residency term limit. Requests to submit and get approval will
not be entertained beyond the maximum period for
submission.
The title, letter grade, and credit units (Capstone Project - 3
or 6 units, Thesis - 6 units and Dissertation - 12 units) will be
indicated in the transcript of records only upon approval of

the submitted final revised manuscript and other pertinent

2024 Graduate Student Handbook | 50



requirements. Students should check with their
Department/Program if they will still require submission of
the final revised hard copy of the manuscript.
2.9.15.9.  The student’s graduation date will be the last day of the term

when the final revised thesis/dissertation/capstone project
manuscript and other requirements are submitted and
approved.

2.9.15.10.  Students pay the graduation and diploma fee upon filing of
the clearance for graduation at the end of the semester or
term. Graduating students whose graduation date will fall in
May will be able to generate the Online Clearance Form from

their respective AISIS accounts.

2.10. Time Limitin Ateneo de Manila

2.10.1. Residency

2.10.1.1.  Residency is the maximum number of years a graduate
student is given to complete a degree program.

2.10.1.2.  All work for the master’s degree must be completed within
five (5) years from the date of first enrollment for the degree,
inclusive of leaves of absence, non-enrollment, and
disciplinary suspensions, if any.

2.10.1.3.  All work for the Doctoral degree must be completed within
seven (7) years from the date of first enrollment for the
degree, inclusive of leaves of absence, non-enrollment, and
disciplinary suspensions, if any.

2.10.1.4.  All work for Straight Bachelor-Master programs must be
completed within five (5) years from the date of first
enrollment for the first degree (Bachelor’s), inclusive of leaves
of absence and suspension due to disciplinary reasons.

2.10.1.5.  All work for Straight Master-Doctoral programs must be
completed within seven (7) years from the date of first
enrollment for the first degree (Master’s), inclusive of leaves of
absence and suspension due to disciplinary reasons.

2.10.1.6.  Specific rules on program residency may apply for certain

degree programs with special arrangements.
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2.10.2. Leave of Absence

2.10.2.1.  Status of a student who is temporarily separated from the
University for non-academic and/or non-disciplinary reasons
2.10.2.2.  Students who wish to separate themselves from Ateneo de
Manila University for a semester or more must file a Leave of
Absence Request Form subject to the following conditions:
® The student should be in good academic and
disciplinary standing at the time when the request is
made.
® The student may not study or enroll in another school
during the Leave of Absence.
2.10.2.3.  If the student has not yet enrolled for a particular semester and
wishes to take a Leave of Absence beginning that semester,
the student must submit a Request for Leave of Absence from
the Department Chair/Program Director and Office of the
University Registrar within the following deadlines:
® Ten (10) weeks after the start of classes during the
regular semesters
® Three to four (3-4) weeks after the start of classes
during intersession.
2.10.2.4.  Request for leave of absence is only applicable for students
who are still within the residency limit (See 2.10.1.
Residency).
2.10.2.5.  Submitting a request for leave of absence is not a substitute for
official withdrawal from courses. The enrolled student must
still accomplish the online Load Revision Form on

https://loadrev.ateneo.edu to officially withdraw from classes.

Information regarding Leave of Absence is issued by the Office of the University

Registrar ahttps://www.ateneo.edu/ls/registrar/acadeipiocesses

2.10.3. Reinstatement
2.10.3.1. A student may request to be reinstated at Ateneo de Manila
after having been unable to enroll for at least two consecutive
semesters without an approved leave of absence.
2.10.3.2. A student without an approved leave of absence, who do not
register for two consecutive semesters, must go through the

admission procedures for reinstatement provided that:
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® The student is in good academic and disciplinary standing
at the time when the request is made.
® The student can still complete their program within the
prescribed time limit.
2.10.3.3.  If the student applying for reinstatement has also exceeded or
is about to exceed their residency limit, the student must also

apply for extension (See 2.10.4. Extension).

2.10.3.4.  The deadlines and processing time for reinstatement and

extension must be strictly observed.
Information regarding reinstatement and/or extension is issued by the Office of
the University Registrar https://www.ateneo.edu/ls/registrar/memos

2.10.4. Extension

2.10.4.1. A student who has exceeded their residency in the Ateneo de
Manila may request for an extension in order to complete
their degree program.

2.10.4.2.  If the student has exceeded or is about to exceed their
residency, they may apply for an extension, provided that the
student is in good academic and disciplinary standing at the
time when the request is made.

2.10.4.3.  The request must be evaluated and endorsed by the
Department/Program concerned, and is subject to the
approval of the Assistant Vice President for Graduate
Education. The department/program may require a student
who has been granted an extension to take a penalty course(s).

2.10.4.4. A maximum of 5 years’ extension may be granted.

2.10.4.5. A student who has exceeded or is about to exceed their
residency and has not enrolled for at least two consecutive
semesters without an approved leave of absence will have to
tile for both reinstatement and extension.

2.10.4.6. A student is ineligible to continue their studies in the Ateneo
de Manila beyond the specified residency period or extension
period, if the latter is granted.

Information regarding reinstatement and/or extension
is issued by the Office of the University Registrar at
https://www.ateneo.edu/ls/registrar/memos
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2.11. Rules on Separation
2.11.1. A graduate student will be automatically dropped from:
2.11.1.1.  Ateneo de Manila if they:
O Incur any of the following:
B 2Fs
m 3GCs
m 2Csand1F
O Fail their written work and final oral defense of
thesis/dissertation/capstone project twice
O  Exceed the maximum residency time (See 2.10.1.
Residency)
2.11.1.2.  the Program if they:
O Fail to comply with the probationary requirements set
upon admission
O Fail the Comprehensive Examinations twice
2.11.2.  Master’s degree students who are dismissed from the Ateneo de Manila
University after failing to comply with the retention policy may apply for
a Doctoral program at the Ateneo de Manila University, provided that
they complete their master’s degree in another higher education

institution and pass all Doctoral admission requirements.

2.12. Transfer of Credentials

2.12.1. A student may request to withdraw from the Ateneo de Manila and to
transfer to another school.

2.12.2.  Transfer Credentials are made up of a Certificate of Eligibility to Transfer
and a copy of Transcript of Records marked “For evaluation purposes
only. Not valid for transter”. The Official Transcript of Records is
released upon receipt of the request from the admitting higher education
institution.

2.12.3. A student is entitled to transfer credentials under the following
circumstances:

2.123.1.  Withdrawal shall be effective as of the date the completed
Clearance and Load Revision forms are filed with the Office
of the University Registrar. Load Revision can be
accomplished through https://loadrev.ateneo.edu/.

2.12.3.2.  The Certificate of Eligibility and/or Admission should be duly

signed by the Registrar or their authorized representative.
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Information regarding the procedure for Transfer of Credential requests is issued
by the Office of the University Registrar at

https://www.ateneo.edu/reqgistrar/issuanégcial scholasticlocuments

2.13. Graduation Requirements and Academic Clearance

2.13.1. Graduation Requirements

2.13.1.1.

In order to be officially considered as graduates of the Ateneo

de Manila and obtain official academic records from the

Office of the University Registrar, students must have:

® completed all the academic requirements in their

curriculum program of study. In general, these include:
o completing all the coursework units
o passing the comprehensive examinations or their
equivalent
o defending the thesis/dissertation/capstone project
successfully
o securing approvals for the submitted final revised
thesis/dissertation/capstone project
o complying with their program’s dissemination and
publication requirement
submitted the admission credentials required by the Office
of the University Registrar
settled all financial and other obligations to Ateneo de
Manila, and;

obtained clearance from offices in Ateneo de Manila

2.13.2. Academic Clearance

2.13.2.1.

2.13.2.2.

Students may request for clearance upon settling all hold

orders, accountabilities, and/or financial liabilities.

Students must undergo the clearance process if they:

would like to voluntarily cease studies without completing
the requirements of their degree program

failed to comply with retention requirements

exceeded the maximum residency time limit

are dismissed due to disciplinary reasons

plan to transfer to another school

are graduating
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2.13.2.3.  Students are entitled to transfer to another school or to be
included in the official list of graduates upon completion of
the clearance process.

2.13.2.4.  Once completed, the student will be released from all
academic, property, and financial accountabilities with the
institution.

2.13.2.5.  Students are entitled to the following upon completion of the
clearance process:
® Academic transcripts
® Certifications
® Diploma (for students who graduated)
([ J

Attending the graduation ceremonies

Section 3: Code of Conduct for Students

(2023 Edition)

Introduction
The Code of Conduct provides the basic framework of normative rules to facilitate
the total formation of students according to the Christian ideal of the human person,
individuals imbued with dignity inherent in their being in the image and likeness of
God. It embodies the Ateneo de Manila University’s commitment to facilitating the
development of students’ moral character and personal discipline. Animated by
Ignatian principles and pedagogy, this Code of Conduct aims at engaging students in
the world, following from the belief that we can find God in all things.

The responsibilities, offenses, sanctions, and procedures outlined here apply to
undergraduate and graduate students of the School of Humanities (SOH), School of
Social Sciences (SOSS), School of Science and Engineering (SOSE), John Gokongwei
School of Management (JGSOM), and the Gokongwei Brothers School of Education
and Learning Design (GBSEALD) and contains the modes of conduct conducive to
the creation of an Ateneo academic community committed to and consistent with the

fundamental values of honesty, fairness, integrity, and justice.

Basic Responsibilities

Students are expected to conduct themselves in a manner that promotes their

continuing development as persons, as well as the continuing development of their
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peers. They have a responsibility to ensure that the academic environment of the

Ateneo de Manila University is wholesome and conducive to human formation.

3.1.1.

3.1.2.

3.1.3.

3.1.4.

3.1.5.

3.1.6.

3.1.7.

3.1.8.

Although no uniform is prescribed, it is the responsibility of the students
to dress in a manner that is modest and appropriate to the academic nature
of the University.

Students are required to wear their Identification (ID) Cards on campus
and present the same whenever requested by University personnel.
Students are expected to follow class policies and regulations set by the
school and their teachers as regards onsite and online sessions. A student
may be sent out of class, and/or declined participation in an online lesson,
due to misbehavior that disrupts the orderly conduct of class activities or
which fails to follow established guidelines. This is considered a class
cut/absence.

Students are to behave and express themselves responsibly in the use of
communication and information technology, especially when engaging
in any action that may impact on the privacy, dignity, and/or rights of
institutions, groups, or individuals, including themselves.
Communication and information technology equipment cannot be used
in the classroom without the explicit permission of the teacher.

Students are expected to be mindful of Intellectual Property law, norms of
privacy, and relevant policies and guidelines. Class materials and
recordings of synchronous sessions (including consultations or meetings
with thesis/dissertation mentors) may not be reproduced, shared, or
reposted by students without the express written consent of the teacher.
Personal data collected during an online class or other official activity
(inclusive of identifying information, screenshots, profiles, etc.) must not
be used for personal benefit or interest. Students must be respectful of the
privacy rights of others.

Students are expected to ensure that all submitted work, both individual
and group, is the product of their own work, reflection, learning, and
effort. Students should follow all guidelines (articulated by the School,
Department, and/or Faculty) in relation to the responsible and ethical use
of external/artificial aid (e.g. apps, editors, any form of Artificial
Intelligence). Students are responsible for disclosing their use even in the
absence of official protocols for the class to preserve the integrity of the
academic exercise.

Students are required to keep their contact and personal information on
AISIS (Ateneo Integrated Student Information System) up-to-date.
Students will be held responsible for instances where they cannot be

contacted for this reason.
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3.1.9.  While students are encouraged to participate in off-campus activities,
especially those that are cultural and educational in nature, students are
expected to conduct themselves properly in such functions and to use the
name of the University responsibly. Students officially representing the
University or any of its recognized or official sectors or units in activities
involving external groups must obtain official approval from a person of
authority or from the concerned department or office.

3.1.10.  Students should ensure that persons or outsiders who come into the
campus on their behalf conduct themselves appropriately and observe
campus rules. The student is charged with violating the Code of Conduct
if such persons behave inappropriately/fail to observe campus rules, and
the student (a) failed to inform such persons of the relevant rules, (b) had
knowledge of such persons’ actions but failed to take reasonable steps to
prevent or stop them, and/or (c) the student consented to, condoned, or
participated in the acts of such persons.

3.1.11.  The University environment serves and supports the mission of the
institution. It must be treated with proper care and respect to ensure the
health and safety of members of the community.

3.1.11.1. It is the responsibility of students to take care of school
property and to help keep the University clean. Students are
expected to make themselves aware of, and comply with,
applicable guidelines regarding the proper use of school
facilities, bearing the cost of any damage due to a willful act or
negligence.

3.1.11.2.  Students who bring vehicles into the campus should observe
all campus traffic and parking regulations. This includes
displaying the pass and ensuring that their vehicles do not
contribute to environmental pollution.

3.1.11.3.  Smoking is totally banned within any of the University’s
campuses. This refers to the use of tobacco and non-tobacco
cigarette products, as well as electronic nicotine and non-
nicotine delivery systems.’

3.1.11.4.  Eating and drinking are strictly prohibited in laboratories,
AVRs, and the Rizal Library. The same is discouraged in
classrooms, but permission for limited drinking/eating may be

obtained from the faculty member in charge.

3 Enhanced University No Smoking Policy, https://www.ateneo.edu/document/2021/08/26/enhanced-university-no-smoking-policy-
memou2122-016
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3.2.

3.1.12.

3.1.13.

3.1.14.

3.1.15.

Students should bear in mind that any of their off-campus activities
should not directly or indirectly tarnish the name of the school, especially
in reference to the values and the principles it stands for.

All students should observe the Rizal Library regulations which are meant
to give all users of the library facilities equal opportunity for study and
research. Students who violate any library rule will be subjected to
disciplinary action.

All students share responsibility for the creation and maintenance of a
healthy, safe, and drug-free campus. This includes compliance with
policies and measures to protect health and wellbeing, to prevent the
spread of infectious disease, and against the use of dangerous drugs.

As members of the ADMU community, students share responsibility for
the community's well-being, protection, and integrity. Students are
expected to report to University authorities any event which may
compromise the community, and to assist in arriving at the truth of an

incident to the extent of one’s knowledge and ability.

Offenses*

Students are expected to exercise freedom and maturity in the process of self-

development. This entails the ability to distinguish between acts that shall promote

and those that subvert their well-being as a person according to Christian ideals.

The following are considered inimical to the dignity of the members of the

community:

3.2.1.

Offenses Against Security

3.2.1.1.  Failing to wear the student identification card visibly on one’s
person

3.2.1.2.  Bringing into and/or drinking alcoholic or any intoxicating
beverages on campus

3.2.1.3.  Coming into the campus under the influence of alcohol or
prohibited substances, and/or acting in a disruptive way

3.2.1.4.  Possession, use, or distribution of dangerous drugs (according
to RA 9165) for something other than their intended medical
purpose

3.2.1.5.  Possession of deadly weapons

4 The sub-section headings regarding categories of offenses are guides in organizing the proceeding list. They are not to be

treated as restrictions to the interpretation of the spirit and nature of an actual offense
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3.2.1.6.
3.2.1.7.

Computer hacking’

Engaging in endangering behavior, defined as any action that
might lead to loss of life, illness, or injury, whether
intentionally or as a result of recklessness or gross negligence
(such as but not limited to removing fire alarms, tampering
with fire extinguishers, sitting on ledges, dropping objects
from buildings, refusing to conform to health and safety

protocols, reckless driving or driving without a license, etc.)

3.2.2. Offenses Against Persons

3.2.2.1.
3.2.2.2.

3.2.2.3.
3.2.2.4.
3.2.2.5.

3.2.2.6.

3.2.2.7.

3.2.2.8.

3.2.2.9.

Acts of disrespect or discourtesy

Proselytizing or promoting one’s faith by attacking or
denigrating others’ religious beliefs

Acts of misconduct of a sexual nature®

Physical assault

Threatening harm upon another's person, honor or property,
with the use of words or actions intended to intimidate or
solicit unwarranted compliance, when the recipient and/or
subject of the threat may reasonably fear injury or damage
Engaging in a pattern of conduct that vexes or compromises
the physical/psychological well-being of a person, as with acts
of harassment, stalking, coercion, goading, ridicule,
discrimination, etc.”

Preventing members of the University community from
discharging their duties, which include attending classes,
submitting requirements, or entering school premises
Instigating and/or engaging in activities resulting in injury or
moral damage to persons

Any act by word or deed that degrades or debases the dignity

ofa person

3.2.3. Offenses Against Property

3.2.3.1.

Disobeying school regulations on the care of the University

environment (cf 3.19 of the Code of Conduct)

5 Section 33-a of Republic Act No. 8792, otherwise known as the “Electronic Commerce Act of 2000” states: “...Hacking or

cracking which refers to unauthorized access into or interference in a computer system/server or information and
communication system; or any access in order to corrupt, alter, steal, or destroy using a computer or other similar
information and communication devices, without the knowledge and consent of the owner of the computer or
information and communications system, including the introduction of computer viruses and the like, resulting in
the corruption, destruction, alteration, theft or loss of electronic data messages or electronic document...”

6 Offenses included in the ADMU Code of Decorum and Administrative Rules on Sexual Harassment, Other forms of Sexual

Misconduct, and Inappropriate Behavior will be governed by those administrative processes specified, with OSD
acting as the School Office of Decorum and Investigation (SODI) (cf. Code of Conduct, 3.3 Procedures, Footnote #9.)

7 bid
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3.2.4.

3.2.3.2.

3.2.3.3.
3.2.3.4.
3.2.3.5.

3.2.3.6.

Gross negligence with personal property, especially when the
same becomes involved in, or the object of; a violation or
incident (e.g. leaving belongings unattended at length;
repeated, unreasonable losses of one’s ID within 1 school year,
etc.)

Stealing and/or unauthorized possession of others’ property
Selling/disposing of/tampering with stolen property

Acts of vandalism/defacement of school, personal or public
property, in whatever form (whether physical or digital)
Instigating and/or engaging in activities resulting in damage

to school property

Offenses Against Order

3.2.4.1.

3.2.4.2.

3.2.4.3.

3.2.4.4.

3.2.4.5.

3.2.4.6.

3.2.4.7.

3.2.4.8.
3.2.4.9.

3.2.4.10.

Failure to perform responsibilities as students as listed in
Section I (Basic Responsibilities)

Wearing attire inappropriate to the academic nature of the
University. Administrators and faculty members, acting
individually or in groups (for instance, as a Department, or as
a School) may stipulate more precisely the appropriate modes
of attire in designated classrooms or other areas and for
designated events or occasions

Disturbing or disrupting a class or a school function without
just cause

Violating rules and regulations of the Residence Halls and the
Rizal Library and their facilities

Unreasonable repeated and/or willful failure to comply with
official summonses issued by administration oftices and/or
academic departments, whether by office call slips, emails or
any authorized form of messaging

Repeatedly violating rules and regulations of the University or
Auxiliary units

Disregarding the Code of Conduct by repeatedly failing to
perform, or acting in gross negligence of student
responsibilities, and/or frequently committing offenses
Preventing the circulation of a recognized student publication
Placing or posting any unauthorized material within the
university premises, or unauthorized removal of any official
poster, announcement, memorandum, circular, or other
University document

Compromising data integrity and processes by altering

information, deleting files, causing system delays, etc.
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3.2.4.11.
3.2.4.12.

3.2.4.13.

3.2.4.14.

3.2.4.15.

3.2.4.16.

3.2.4.17.

3.2.4.18.

3.2.4.19.

3.2.4.20.

3.2.4.21.

3.2.4.22.

Obstructing the conduct of necessary administrative processes

Committing/insinuating acts of retaliation due solely to the

filing of a report or participation in administrative

procedures/investigations

Deliberate disregard or defiance of a penalty or a sanction

imposed by the Office for Student Discipline or by pertinent

authority

Dereliction of duty, especially when resulting in loss or

damages

Bribery, or acceptance of a bribe, or any act meant to give or

obtain favor or advantage illegally or unfairly, whether

attempted, frustrated, or consummated

Profiteering and/or engaging in disreputable or unfair

business practices, especially when done with the use of the

Ateneo name, school resources and/or affiliations

Gaining undue advantage over others for personal benefit by

illegitimate means

Gambling within school premises, during or in relation to

school sanctioned events, and/or through University resources

Aiding in the violation of the Code of Conduct or any school

rule by another student or aiding in the commission by

another student of acts considered crimes, whether wittingly

or unwittingly (e.g. sharing a copy of one’s paper/exam which

is then used for an act of academic dishonesty; negligence in

the treatment of one’s ID which is then used for

misrepresentation, etc.)

Violation of official policies and measures implemented

against the use of dangerous drugs

Failure to abide by regulations related to protective measures

instituted by the school, as with violations of the terms of

existing No Contact Agreements (NCAs), No Contact Orders

(NCOs), and the like

Organizing or being involved in groups or organizations

which

3.2.4.22.1. Advocate, espouse, or use violence

3.2.4.22.2. Require members/applicants to act in any manner
that is personally degrading and not directly
related to what the group or organization is

aiming to accomplish, or
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3.2.4.23.

3.2.4.24.

3.2.4.25.

3.2.4.26.

3.2.4.27.

3.2.4.22.3. Express their exclusion of others through
disrespect for and disregard of the rights and
dignity of members and/or non-members
lllegally obtaining or gaining access to and/or using restricted
school documents, facilities or equipment
Invasion of privacy, as with unauthorized use of recording
equipment or access to facilities, especially when the same is
likely to cause distress
Unauthorized disclosure of personal/sensitive information as
defined by data privacy regulations (as with the Data Privacy
Act), and/or private/confidential information protected by
University Policy.
Committing, inside the campus and/or during a school
function, any acts considered crimes under the laws of the
land
Committing acts outside the campus which affect the good
name, order, or welfare of the school or have direct and
immediate effect on the discipline, morale, or general welfare
of the school, especially acts considered crimes under the laws
of the land of which the person has been formally charged or

convicted

3.2.5. Offenses Involving Dishonesty

Dishonesty runs counter to the very essence of the Ateneo de Manila

University as an educational institution. All cases involving dishonesty

will be treated as major cases.

3.2.5.1.

Any form of dishonesty committed in the context of an
academic exercise.® This includes but is not limited to the
following:
3.2.5.1.1. Dishonest behavior during examinations or tests.
Dishonest behavior is manifested by but not
limited to:
3.25.1.1.1.  any form of unauthorized
communication
3.2.5.1.1.2.  making unnecessary noise (e.g.

talking to one’s self)

8 I . . . . ) . . )
Cheating in any major course requirement will merit an academic penalty of F in the course and will be regarded as a major

disciplinary offense. Major course requirements would include mid-term or final examinations, or any other
academic requirements that constitute twenty (20) percent or more of the final grade in the course. Cheating in any
other course requirement will merit a minimum academic penalty of F in that academic requirement, and will be
subjected to the usual review befitting a disciplinary case.
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3.2.6.

3.2.5.2.

3.2.5.3.

3.2.5.4.

3.2.5.5.

3.25.1.1.3.  calling the attention of others;
looking at the papers of others
3.2.5.1.1.4.  making one’s test paper visible to
others
3.2.5.1.1.5.  Possession, or presence attributed
to the person, and/or use of
unauthorized notes or of any
materials or equipment that may
have relevance or usefulness to the
subject of an ongoing
examination, or that may be used
in a dishonest act related to the
examination
3.2.5.1.2. Plagiarism
3.2.5.1.3. Fabrication or submission of falsified data,
information, citation, source/s, or results in an
academic exercise
3.2.5.1.4. Unauthorized or unethical use of external
aid/artificial intelligence, especially when resulting
in undue academic advantage
Deception or providing false information (e.g. providing a
false reason for failure to meet a deadline, or falsely claiming
to have submitted documents, giving false testimony, feigning
ignorance, etc.)
Tampering with and/or falsifying school or public documents
and/or communication, whether physical or electronic,
especially those that are part of, or affect, the official processes
of the University
Use of someone else’s personal data/identifying
characteristics/personal effects to commit fraud

Committing any form of misrepresentation

Offenses Against Public Morals

3.2.6.1.

3.2.6.2.

3.2.6.3.

Accessing, possessing or distributing pornographic materials
on campus, whether in physical or electronic form

Initiating, engaging in, or promoting indecent and/or
offensive behavior in public, especially when resulting in
scandal

Moral turpitude, defined as gross disregard of moral standards
expected of a human being while engaging in some activity

or in the commission of a violation
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3.3.

Procedures

Procedures related to student conduct are meant to ensure rationality and order for
the members of the community. These address formative issues through a
community-based approach which views maladaptive behavior through a restorative
lens, with emphasis on the common good, the social fabric, institutional values, and

the development of the individual into persons-for-others.

All Student Discipline matters fall under the purview of the Office of Student
Discipline (OSD). The OSD is responsible for ensuring that established procedures
are observed with due diligence and fairness in all disciplinary investigations and case

processing.”

Disciplinary proceedings for any infraction committed or alleged to have been
committed by a student, the records of and documents pertaining to such
proceedings, the identities of the parties involved, and the decision or disposal of such
proceedings are strictly confidential. Such information may not be reproduced,
shared, transmitted, or processed in any form or by any means, or stored in any filing
system, except when allowed by law. Failure to comply may give rise to disciplinary
action. The obligation to observe confidentiality continues even after the person who
received or had access to the confidential information is no longer connected with

the University.

3.3.1. Submission of Complaints/Incident Reports
3.3.1.1.  Any member of the Ateneo de Manila University community
may file a complaint or incident report on possible violations
of the Code of Conduct. Other complainants may be
entertained on a case-to-case basis.
3.3.1.2.  The written complaint or incident report should be filed with
the Office of Student Discipline stating the nature and the
circumstances of the alleged offense, along with any
supporting evidence available.
3.3.2.  Preliminary Investigations
3.3.2.1.  Upon the receipt of the complaint or incident report, OSD

will conduct an initial assessment preliminary investigation,

° For sexual-related violations offenses/infractions falling under the ADMU Code of Decorum and Administrative Rules on

Sexual Harassment, Other forms of Sexual Misconduct, and Inappropriate Behavior, OSD acting as the School Office
of Decorum and Investigation (SODI) for allegations that fall within its scope and responsibility, shall be governed by
the Administrative Disciplinary Rules prescribed in that University Code and Rules (available in its entirety at the
ateneo.edu website, at https://www.ateneo.edu/central/policies/code-of-decorum). In investigating such violations,
the SODI may, in the same proceedings, look into other related infractions including, but not limited to, possible
violations of this Student Code of Conduct and other relevant laws, regulations, and University-issued circulars,
memoranda, directives, and the like.
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3.3.2.2.

where respondents will be asked to provide written statements

regarding their involvement in the alleged offense. They may

also be summoned for additional inquiries.

Given the review of the results of the preliminary

investigation, the following actions may be taken by OSD:

3.3.2.2.1. Inform the complainant that there is insufficient

3.3.2.2.2.

basis to pursue the complaint (due to lack of

evidence or merit)

Refer the complaint/incident report for

Preliminary Conflict Management (PCM)

facilitated by the Student Concerns and

Compliance section of the Office of the Associate
Dean for Student Affairs (OADSA)

3.3.2.2.2.1.

3.3.2.2.2.2.

Conflict Management is a service
of OADSA that may be
undertaken independently by

persons who require assistance in

settling a dispute or addressing a

concern with a student (outside of

or prior to exploring more formal

grievance measures).
When parties are referred by OSD

for PCM:
3.2.2.2.2.1.

OSD shall refer the
parties to OADSA
for PCM when the
Complaint/
incident report
includes a matter
which may come
under Offenses
Against Persons
(except for those
cases that are
covered by the
Code and Rules,
and offenses that
affect the public or
the institution at

large)
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3.2.2.2.2.2.

3.2.2.2.2.3.

3.2.2.2.2.4.

The OADSA will
assign a Facilitator
to handle the PCM
process. The
Facilitator will
explain the steps of
the PCM and ask
the parties whether
they agree to
undergo the
process. If there is
no written
agreement to
participate in the
process, the
Facilitator will
refer the
complaint/incident
report back to
OSD.

The Facilitator will
invite both sides to
a conference where
each will be given
an opportunity to
express their
concerns and what
they would like to
happen/what they
are willing to do to
resolve the issue.
Depending on the
circumstances, the
facilitator may
meet with the
parties separately or
together.

The parties and the
Facilitator from
OADSA will set a
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3.2.2.2.2.5.

3.2.2.2.2.6.

calendar for
meetings and
agreements to
achieve the
resolution
If/when a
resolution is
achieved, the
parties will sign an
Agreement that
outlines their
willingness to
consider the matter
settled and no
longer the subject
of future
complaint. This
does not prevent
the parties from
filing a complaint
if other possible
violations occur
after the PCM is
concluded.

If no resolution can
be reached, the
Facilitator from
OADSA shall
certify the impasse
and endorse the
matter back to
OSD.

3.3.2.2.3. Refer special cases to the Oftice of Guidance and

Counseling for evaluation if the incident possibly

involves a student with special needs or conditions

3.3.2.2.4. Issue a minor violation if the criteria for the same

is met, and enforce minor sanctions

3.3.2.2.4.1.  Violations that may come under

this banner are those that:
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3.2.2.4.1.1.  do not involve
serious injury or
harm
3.2.2.4.1.2.  do not involve a
major requirement
in a course'’
3.2.2.4.1.3.  lack evidence of
malice or
premeditation
3.2.2.4.1.4.  have little or no
serious negative
implications for the
University or its
members
3.2.2.4.1.5.  involve a general
agreement
regarding the
essential/material
facts of the case
3.2.2.4.1.6.  involve behavior
that may be
reasonably
managed by
adherence to the
terms of a
behavioral contract
3.3.2.2.4.2. Whether these criteria are met or
applicable is the decision of the
following:
3.2.2.4.2.1.  The Director of
Student Discipline,
by default; or
3.2.2.4.2.2.  The Committee on
Discipline, in
instances where an
accused is found

not guilty of a

10 . . . X . . . .
“Major course requirement—refers to a midterm and final examinations, or any other course requirement that constitutes

twenty percent (20%) or more of the final grade in the course.” Academic Regulations, Section V.3. Grade Penalty
for Cheating
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3.3.2.2.4.3.

3.3.2.2.4.4.

major offense, but

guilty of a minor

violation of the

Code of Conduct.
Violations deemed ‘minor’ may
give rise to any of the following,
or a combination thereof, which
are deemed as obligations/
sanctions a respondent must attend
to in order that his/her good

standing in the community be

restored:

3.2.2.4.3.1.  Woritten/oral
reprimand

3.2.2.43.2.  Written/personal
apologies

3.2.2.4.3.3.  Formation sessions
(counseling, moral
guidance, anger
management, etc.)
3.2.2.4.3.4.  Up to 40 hours
mandatory work in
the form of
community service
3.2.2.4.3.5.  Temporary
suspension of
privileges related to
the offense (e.g.
driving privileges
on campus)
An appeal of the decision
regarding minor violations may be
made to the Chair of the
Committee on Discipline within
seven (7) working days from
receipt of the decision, provided
that students who appeal can
present new evidence or other
basis, which if taken into

consideration, will materially affect
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3.3.3.

3.3.2.2.4.5.

the decision. A student may appeal
the OSD decision only once and
no request for reconsideration of
the decision on the appeal shall be
entertained.

Violations deemed “minor” are
recorded in a student’s name but
do not prevent them from
receiving a clean Certificate of
Good Moral Character. Repeated
minor violations, however, may
constitute the basis for the filing of
a major offense against the Code
of Conduct, or serve as an
aggravating factor in the
evaluation and processing of

subsequent misbehavior.

3.3.2.2.5. Process the case as a possible major offense of the
Code of Conduct.

Procedures for Major Offenses

As a general principle, cases are considered major if any of the following

conditions are present: against the laws of the land, endangering the life

and safety of the members of the community, recidivistic, or against the

core principles of the Ateneo de Manila University. Students can be

suspended, dismissed or expelled for these reasons.

3.3.3.1.  Notices and Hearings

3.3.3.1.1.

In cases where there is sufficient basis to forward a

case to the Committee on Discipline for

deliberation and hearing as a major offense, the

Office of Student Discipline will issue the

respondent a Notice of Formal Charge stating:

3.3.3.1.1.1.

3.3.3.1.1.2.

3.3.3.1.1.3.

the nature of the possible violation,
including the specific section(s) of
the Code of Conduct possibly
violated,

the right of the student to due
process as stated in the Code of
Conduct, and

the right of the student to

assistance of a counsel of his/her
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1 In general, the role of someone chosen as counsel in this context is to:

prior to the hearing: guide the student in the understanding of what responsibilities one bears in the matter in
question, providing perspective regarding the incident/offense; also serve as emotional support regarding feelings
and concerns about the case.

during the hearing: serve as moral support and act as observer to the respondent student’s testimony; can also be a
character witness. The counsel may only observe and shall not be permitted to raise objections, comment, interrupt,
or prevent a party from responding to questions. The Discipline Committee may order the counsel to leave the
investigation room if the counsel violates this rule.

after the hearing: assist in the processing of the student’s testimony/responses and continue providing support.

own choice from members of the

community''
3.3.1.1.3.1.

3.3.1.1.3.2.

The respondent
may ask any
member of the
Higher Education
or Mission
Integration cluster,
(except those
serving as Associate
Dean, Dean,
Assistant Vice
President or Vice
President), to serve
as counsel at the
hearing of the case.
If the student has
no one in mind,
the Student
Discipline Office
will facilitate the
assignment of a
counselor to
accompany the
respondent during
the hearing,
through the Office
of Guidance and

Counseling.

3.3.3.1.2. For cases which involve imminent, serious or
pervasive threat/s to the safety of the Ateneo
community, where evidence of serious
misconduct or failure to abide by previously

established behavioral contracts is strong, the
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Director of Student Discipline, upon agreement of
the Chair of the Committee on Discipline, may
issue a Preventive Suspension Order congruent
with CHED guidelines."

3.3.3.1.3. The student shall be required to submit his/her
written response to the Notice of Formal Charge,
including relevant material to support the
statement, within five (5) working days of being
informed. Failure to do so shall be taken to mean
that the student chooses to waive his/her rights to
present his/her side of the case as requested.

3.3.3.1.4. The date of the hearing shall not be earlier than
five (5) working days from the student’s receipt of
the Charge Notice.

3.3.3.1.5. The Office of Student Discipline shall notify the
parents/guardian of undergraduate students
charged before the Committee on Discipline
through a duplicate copy of the Notice of Formal
Charge, which shall be sent through registered
mail/courier service, to the official mailing address
entered in AISIS.

3.3.3.1.6. The Committee on Discipline, convened by the
Director of Student Discipline, shall require the
presence of the parties on the set date and time of
the Discipline Committee hearing.” If a
respondent/complainant/witness fails or refuses to
attend a scheduled disciplinary hearing, the
Committee will evaluate whether there is
reasonable cause for a postponement. In the
absence of such, the Committee may interpret the
absence as a waiver of one’s right to present one’s
case in person, and decide on the merits of the case

given the evidence at hand.

12 According to Section 106 of the MORPHE: “A student under investigation may be preventively suspended from entering the
school premises and from attending classes, when the evidence of guilt is strong, and the responsible school official
is morally convinced that the continued stay of the student pending investigation would cause sufficient distraction
to the normal operations of the institution, or would pose real or imminent threat or danger to persons and
property inside the institution’s premises.” This is a procedure, not a penalty; hence, it is not to be confused or
equated to a sanction of suspension post-hearing.

13 ) . .
Hearings may be conducted onsite or online.
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3.3.3.1.7. Discipline hearings are formative in nature. As
administrative processes, they are not subject to
the rules of court."

3.3.3.1.8. The decision of whether to hold an online or
onsite hearing is the prerogative of the Chair of
the Discipline Committee. Any concerns
regarding the mode of hearing should be
submitted to OSD no later than three (3) working
days from receipt of the Notice of Hearing.
Whether online or onsite, no recordings may be
made of the testimonies outside of the official
recording of the Committee on Discipline.
Similarly, no photographs/videos/screenshots may
be taken of the hearing panel or the secretarial
support. Refusal to abide by hearing guidelines
(whether online or onsite) may be grounds for the
adjournment/cancellation of the proceedings,
based on a majority vote of the panel members.

3.3.3.1.9. In addition to the counsel, one other person (e.g.,
parent or family member) may be present as an
observer during the personal testimony of the
respondent at the hearing, upon written or verbal
notice to the Committee Chair. They may not
address the person giving testimony or the
Committee during his/her oral testimony, nor
give testimony themselves. However, observers
may submit their sentiments regarding the case in
writing, prior to the hearing, for inclusion in the
case file to be evaluated by the Committee. Any
concerns about the conduct of the hearing itself
may likewise be submitted in writing to the Chair
of the Committee on Discipline after the
proceedings. Observers may be removed from the
hearing if they fail to follow these guidelines.

3.3.3.1.10. After questioning the parties and witnesses, the

Committee shall deliberate on the case and
determine whether or not the student is guilty of

the offense as charged. Appropriate sanctions will

14 Jacinto D. Jimenez, “Student Disciplinary Practices,” in Jacinto D. Jimenez, Current Issues/Problems in Legal Education
(Philippine Association of Law Professors, 1992), pp. 88-112.
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3.3.3.1.11.

also be deliberated on, along with any mitigating
or aggravating factors, if the student is found
guilty.

The Committee shall thereafter submit its findings
and recommendations in writing to the Associate
Dean for Student Affairs (ADSA).

3.3.3.2.  Sanctions/Obligations for Major Offenses

Major offenses shall warrant one or a combination of the

following sanctions:

3.3.3.2.1.

3.3.3.2.2.

3.3.3.2.3.

3.3.3.2.4.

3.3.3.2.5.

3.3.3.2.6.

3.3.3.2.7.

3.3.3.2.8.
3.3.3.2.9.

any of those listed as penalties for minor offenses
[cf. Code of Conduct - Preliminary Investigations
-3.3.2.2.4.3]

mandatory work in the form of community
service

loss of privileges related to the nature of the
offense

disciplinary probation (first warning or final
warning status)"

mandatory drug testing at the student’s expense, at
the discretion of named school administrators, for
a specified period of time (especially in cases
related to dangerous drugs, substance abuse or
endangering behavior)

mandatory psychological/clinical assessment and
compliance with the recommendations of an
accredited specialist

restriction against participation in school activities
/ further contact with aggrieved parties
suspension or expulsion from on-campus housing
ban from entering campus (inclusive of all facilities
and offices within the Loyola Heights campus, as
well as external venues of official Higher

Education events)

15 For “Probation, First Warning Status”: Any future violation of the Code of Conduct, whether deemed a minor violation or a

major offense, during the duration of probation, will merit a higher sanction in reference to the nature of the case
and/or the sanctions of the previous case. Standard discipline processes will apply depending on whether the
violation is considered minor (where the case will be evaluated by the Director of Student Discipline and sanctions
imposed), or major (where the case will be again referred to the Committee on Discipline). The elevation of the
probation to Final Warning Status should also be expected.

For “Probation, Final Warning Status”: Any future violation of the Code of Conduct, whether deemed a minor or major offense,
during the duration of probation, will be automatically referred to the Committee on Discipline for adjudication. It
should be considered that given Final Warning status, subject to standard disciplinary processes, dismissal from the

University is a distinct probability.
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3.3.3.3.

3.3.3.2.10.

3.3.3.2.11.
3.3.3.2.12.

3.3.3.2.13.
3.3.3.2.14.

permanent disqualification from receiving any
torm of a Certificate of Good Moral Character
suspension/deferment of graduation
non-readmission after the end of the current
semester

dismissal (exclusion)®

expulsion'’

Decisions and Appeals

After careful evaluation of all the evidence, testimonies and

precedents of the case, the ADSA shall notify the student in

writing of the decision on the case through the Office of

Student Discipline.

3.3.3.3.1.

3.3.3.3.2.

3.3.3.3.3.

The Office of Student Discipline shall see to the
implementation of sanctions, if any, as well as the
notification of stakeholders regarding the decision
made by the ADSA.

Students may appeal for reconsideration of the
verdict/sanctions to the Vice President for Higher
Education (VPHE) within seven (7) working days
of receiving the decision, provided that: they can
present new evidence or other basis which, if
taken into consideration, will materially affect the
decision, or there has been a violation of due
process. A student may appeal a decision only
once

and no request for reconsideration of the decision
on the appeal shall be entertained.

The ADSA’S decision on a student disciplinary
case becomes final and executory unless otherwise
modified or repealed by a subsequent decision
emanating from the VPHE upon consideration of
an appeal, or after the lapse of seven (7) working

days and no appeal is filed.

16 Ulpiano P. Sarmiento lll, Esq., Compendium of School Laws in the Philippines. Vol1. (Philippines: The Manual of Regulations

for Private Higher Education, 2015), p.480.

17 |bid., p. 481
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3.3.4. Data Privacy

Student disciplinary matters are sensitive personal information. They shall
only be gathered, generated, and/or otherwise processed in a manner that
is consistent with laws of the land, as well as promulgated Ateneo policies.
Data acquired are intended solely for the internal use of the University in

the fulfillment of its constitutional mandate to form the good character of

its students.

3.3.5. Clearance, Hold Orders and Certificates of Good
Moral Character
3.3.5.1.  Clearance to enroll every semester, or to leave the University
at any time, requires satisfaction of pending academic and
non-academic obligations. Students who have not resolved
their disciplinary cases or have inadequately served their
sanctions will not be cleared for enrollment, transfer or
graduation.' Hold orders may be issued for these reasons.
3.3.5.2.  The official issuer of Certificates of Good Moral Character
(CGMCs) is the Office of Student Discipline (OSD).
3.3.5.2.1. Standard CGMCs are issued to applicants who
have had no record of any major offense for the
entirety of their stay with the SOH, JGSOM,
SOSS, SOSE or GBSEALD.
3.3.5.2.2. Students who have clean records, but are subject
to an active disciplinary inquiry at the time of
their CGMC application may be issued a
provisional certification indicating a clear record
other than an ongoing disciplinary inquiry.
Students may re-apply for the standard CGMC
after the inquiry is resolved, if there is no finding
of a case or culpability for a major offense.
3.3.5.2.3. Violations deemed “minor” do not prevent
applicants from receiving a Certificate of Good
Moral Character.
3.3.5.2.4. Qualified CGMCs may be issued to applicants
who have been found guilty in a major
disciplinary case, but have since satisfied all

sanctions and conditions related to that offense,

18 The signature of the Director of Student Discipline is part of the requirements for clearance.
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4.1.

have accepted responsibility for their actions, and
do not have any other disciplinary case, pending
or resolved, as of the date of application. The text
of the QCGMC informs the receiving institution
of these, along with the recommendation that,
given what he/she has learned from the
experience, it may be reasonable to give the
applicant a chance to prove his/her worth with
their institution. Students who have been
sanctioned with non-readmission, dismissal or
expulsion cannot be issued QCGMCs."”

3.3.5.2.5. Permanent disqualification from being issued a
CGMC may be a consequence of disciplinary
proceedings after multiple offenses or for serious
major offenses. This disqualification is reflected in
the case record of the student and among the

sanctions meted out.

Section 4: Code of Academic Integrity
(2021 Edition)

Code of Principles

The Ateneo de Manila University, realizing that the preservation, extension, and
communication of truth is necessary for dignifying the human person and
community, seeks to educate the whole person by respecting academic integrity in all

aspects of Ateneo life.

Given this identity of the University, every member of the community is tasked to
become not just intellectually excellent, but morally virtuous as well. This is
accomplished by honing sapientia et eloquentiahinking and communicating one’s
thoughts -- always in the spirit of honesty.

Only through this can magisbe achieved. Truth is fundamental for identifying and

doing what is most necessary for the common good.

19 The issuance of any QCGMC is entirely the prerogative of the school, as represented by the Director of OSD. Additional

requirements maybe required of the QCGMC applicant for verification of eligibility for the QCGMC
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4.2.

Only through this can cura personaltg practiced. Honesty is necessary for personal
dignity to be cultivated.

Ultimately, justice is truth lived out in the context of the community. It is only in
truth that we can truly form professionals for othersgents of justice who serve
others by respecting, promoting and defending the dignity of the human person, in

word and work, and thus contribute toward the development of the nation.

Student Responsibilities as Regards the Preservation and
Defense of Academic Integrity

There can be no intellectual life without academic integrity. Thus, it is fundamental
that both students and professors be thoroughly truthful in all their academic
efforts/work, in recognition of the potential effects of individual acts on the culture
and mores of the community. Students play a vital role in shaping the community
through their academic participation. The following responsibilities will aid students

in ensuring the commitment to academic integrity:

4.2.1.  Students should ensure that all submitted work, both individual and
group, is the product of their own actions, reflection and learning.
4.2.1.1.  Higher education requires that one go beyond mere

repetition of facts or opinions of others. Although one will be
exposed to many points of view in the learning process, it is
incumbent upon the student, while rooted in the assigned
work, to bring one’s own questions, concerns, and insights
into the experience.

4.2.2.  There can be no academic integrity where commitment and rigor are
absent. As much as academic integrity involves adherence to principles, it
also requires attention to the seemingly minute details of giving

acknowledgment where it is due.

When one does make use of external sources:
4.2.2.1.  No matter what the source, it is the student’s responsibility to

give complete and accurate credit where credit is due.
Students are responsible for making themselves aware of and
adept at the appropriate convention of documentation for the

particular field in which they are working.

Part of the Ateneo education is learning to be thankful to

others for what one learns, which is shown by proper
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4.3.

attribution of the source, because it enables the student to
contribute further to the field of knowledge.
4.2.2.2.  External sources should enrich, not substitute for, one’s ideas.
4.23.  In opportunities for cooperative learning (as with group work/study)
students must always be mindful of both their own individual
contribution, and the final communal outcome.
4.2.4.  One’s intellectual work should be valued as a part of one’s self. As such,
one should not allow it to be used by others in a dishonest manner.
4.25.  Acts of dishonesty weaken the community of learners by corroding the
trust that binds the community together. Each member of the Ateneo de
Manila University bears the responsibility for responding to suspected acts

of academic dishonesty through appropriate channels.

Acts of Academic Dishonesty

Definition and Examples

The following section elaborates on the different types of academic dishonesty based
on those enumerated in the Code of Conduct of the Student Handbook. After each
explanation are examples of some instances that constitute offenses in that category.
While these sample cases are not meant to be exhaustive, they aim to give readers a
concrete understanding of acts that violate the standards of the Ateneo de Manila

University.

4.3.1. Dishonest behavior during exams or tests

Examinations and tests call for strict conditions to determine what has
been learned. Dishonest behavior can take many forms, as enumerated
but not limited to those mentioned here. Unless explicitly allowed by the
instructor, the following behavior is unacceptable and will be construed as

“academic dishonesty” whether actual cheating occurred:

4.3.1.1.  Any form of unauthorized communication
Sample Case 1: Two students were found talking after the test
papers had already been passed out. They claimed to have been
conversing about the instructions of the test.

43.1.2.  Making unnecessary noise (e.g. talking to one’s self)
Sample Case 2: A student was found to be murmuring during a
multiple-choice exam. When confronted, the student claimed to
have a habit of reading test questions, as well as the possible
answers, “to herself”, regardless of being within the hearing
range of others.
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4.3.1.3.  Calling the attention of others; looking at the papers of others
Sample Case 3: A student reported to her teacher that a
classmate seated in front of her kept glancing at the paper of
the person to his left who tended to lift his answer sheet off the
table occasionally.
Sample Case 4: A student found the answers left by the previous
class on the computer he accessed for a practical exam, and
used some of it.
Sample Case 5: A student kept tapping the chair of the person
seated in front of him, purportedly just to ask for the current
date and their section.

4.3.1.4.  Making one’s test paper visible to others
Sample Case 6: A student was asked by his friend before class
for help with a difficult part of the test. While he did not agree
to it explicitly, during the exam, he let his seatmate copy off his
paper.

4.3.1.5.  Possession, or presence attributed to the person, and/or use of
unauthorized notes of any materials or equipment that may
have relevance or usefulness to the subject of an ongoing
examination, or that may be used in a dishonest act.
Sample Case 7: While roaming around the classroom, a teacher
noticed a piece of paper fall from a student’s desk. It contained
notes the student made for the subject. The student claimed,
however, that she did not use them. She just forgot to put them
away after doing some last minute reviewing before the test
papers were distributed.
Sample Case 8: Towards the end of an exam, a teacher noticed a
student using her cellphone. When admonished, the student
reasoned that she had finished answering the test already and
was checking for an urgent message.
Sample Case 9: A teacher became suspicious of a student who
had his collar up during an exam. When he approached the
student, he discovered that the student had earphones on. The
student claimed that he only used it to block out the noise.

Note for Students: All exams, whether written or oral; hakee or inclass,

should be taken seriously as an evaluative tool for determining what was learned
by each individual student. As a general rule, do NOT engage in any behavior
that raises doubtbaut the validity of the results of your examg. as with

access to the assistance of others and/or the presence of tools that could have
placed you in a position of unfair advantage.
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4.3.2.

Read test instructions/guidelines very carefully and follow them
strictly. Come early so you don’t get flustered and miss out on
instructions/reminders.

Especially if you know you will be tempted to take your phone
out if it starts vibrating, make sure it is not on your person and
turn it off for the duration of the test/class.

Once a test has started, any form of communication can put you
and your classmate in a questionable position. Instead of asking a
friend, all queries and communication should be coursed through
the teacher/proctor.

You need to be aware of, and take personal responsibility for, any
actions that may become problematic for you or others during an
exam (e.g. like a predisposition for whispering, gesturing, or
moving about during tests).

In case of health/family emergencies that may affect testing
conditions or your fulfillment of guidelines, always ask your

teacher/proctor for help.

Plagiarism

Plagiari

sm is an offense that generally strikes at two important educational

values — the value of hard work and respect for others’ intellectual

property. When a person fails to give credit to a source, thereby giving

the imp

ression that a borrowed idea or way of saying things is one’s own,

he/she commits plagiarism. Specifically, it can take the following forms:

4.3.2.1.

4.3.2.2.

4.3.2.3.

4.3.2.4.

4.3.2.5.

Verbatim repetition of someone else’s words without
acknowledgment;

Presentation of someone else’s ideas without
acknowledgment;

Paraphrasing, translating, or summarizing someone else’s ideas
without acknowledgment;

Improper acknowledgment of sources, as with
incomplete/imprecise documentation;

Having one’s work done by someone else or having one’s

work substantially revised by someone else.

It is important to remember that plagiarism is identified not through

intent but through the act itself. The objective act of falsely attributing to

one’s self what is not one’s work, whether intentional or out of neglect, is

sufficient to conclude that plagiarism has occurred. Students who plead
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ignorance or appeal to lack of malice are not excused. The extent of the
plagiarism, whether an entire paper, a single paragraph or a phrase, does
not matter; nor does the occasion, whatever the academic requirement
(research paper, tests, reports, oral presentation, powerpoint slides,
computer programs, illustrations, creative work, etc.). Plagiarism is not

restricted to print sources.

Plagiarism, at its core, is an ethical question rather than a legal one. To
claim that a work is in the public circulation (e.g. internet) or that
permission to use the words or ideas has been granted does not erase the

moral imperative for one to acknowledge sources.

Sample Case 1: Since a student was having difficulty expressing herself in

the given language, she decided to take the words in an online article as

her own.
Note for students: It can be tempting to resort to (cgaste)
plagiarism out of a lack of confidence in your own ability to express
yourself in the language required. Many mention the difficulties in
meeting expectations, and the pressure to produce sbimg at par
with everyone else.

v Stumbling around with what you want to say is normal. The
writing process is not supposed to be easy, as it involves the
process of trying to find your own voice as you throw ideas
around.

v/ Ask your teacher if it’s possible to write in your preferred
language. Some may agree if it helps you express your ideas
better.

v If you Google the topic or question given for a paper before
you even know what your own thoughts are independent of
what you might read, you may end up painting yourself into
a corner when you read from someone else what you think
you want to say.

v/ Rather than opt for the easy way out (e.g. copying what
other people say), which will undercut what you should be
learning in the first place, embrace the challenges which are
meant to help your skills expand, your abilities to grow, and
your character to form.

Sample Case 2: A student claimed that since he changed some of the
original words of a text and the basic sentence construction, it was no
longer necessary to credit the source.
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Note for students: Paraphrasing correctly can be tricky. Simply
substituting synonyms or the subjgutedicate order of the original
does NOT remove the imperative to acknowledge your source/s.

v Even if you're citing “plain facts” (e.g. the description of a
company, the process of climate change, the definition of
drug dependence, etc.), stating where you got this from
(e.g. “According to the official website of product X, ”“Given
the World Health Organization’s definition of...”, etc.), is not
only necessary, but good for the credibility of your paper.

v Ask for help from your teacher before using an existing
text/previous work as a “template”, so as to avoid
misunderstandings, and to clarify the expected academic
output.

Sample Case 3: A student reasoned that she thought that a footnote at the
last sentence of an entire paragraph based on someone else’s idea was
sufficient.
Note for students: A footnote or parenthetical reference only refers
to the sentence immediately preceding it.

v If you're taking an entire paragraph verbatim from a source,
you need to use a block quote (a separate indented
paragraph with its own citation)

v If the material taken verbatim from a source is less than a
paragraph, but more than a sentence long, use quotation
marks (“”) for the entire lifted text (along with the proper
footnote/endnote/parenthetical remark) to indicate that all
the material within them is taken verbatim from somewhere
else.

v Without the use of quotation marks, or a block quote, a
person reading your paper will think you came up with the
words yourself. That would be dishonest even if those
words encapsulate what you indeed wanted to say --
because the phrasing is someone else’s, and the omission of
the direct credit diminishes the hard work of the actual
author.

v Quotation marks, or a block quote, by themselves, without
the appropriate footnote/end note/parenthetical remark
pointing to a source that is listed in the references section, is
also inadequate. Poor references will also disable others
from verifying and building on your work, which is a core
value in the academe.
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Sample Case 4: Prior to the defense of a student’s research paper, when
the reader examined the paper, he found that the footnoted sentences do
not pertain to the sources cited.
Note for students: Rigor is part and parcel of academic integrity.
Even without any intent to deceive, it is your responsibility as a
student not to be sloppy in your work.
v Double check your sources before passing a paper to your
teacher. Keeping your external sources organized will go a
long way to making this easier. Attributions are useless if
they point to the wrong source.

Sample Case 5: A teacher discovered that a student’s submission of a 1-
page bonus paper she had given those who wanted to pull up their grades
was largely taken from someone else’s essay.
Note for students: Take note that ANY assessable requirement (i.e.
anything you submit) is subject to the standards of academic
integrity. While the standards in this Code are schadke, some
teachers may articulate more stringent requirements givenagert
contexts (e.g. a thesisriting class compared to a freshman English
O2YLRaAAlGAZ2Y Oflaaod 126 AaYAY2NE |
submit something
OKFG AayQild @2dz2NAO®
v Make sure you know and understand the standards of
academic integrity specific to a particular class.
v Ask questions at the start of the semester if there is
something you do not understand or disagree with in the
class policies. You can bring it up to the Chair of the
department if need be.

Sample Case 6: A student decided to copy the line of argument of a source
for a reflection paper, although he changed some of the wording.
Note for students: Plagiarism is not limited to the parroting of
g2NRaA® LG SyO2YLI) aasSa GKS Gzxzalrtadae
including how he/she framed the question, how he/she developed
the thesis, as well as his/her style of writing.
v The bottom line is to give credit where credit is due.
Acknowledging an author’s frame, which you then adapted
for your purpose, would have been more acceptable.

Sample Case 7: A student asked a friend who she knew to be a good writer
to edit her reflection paper. When the revised paper was sent back to her,
she was so happy with the improvements and passed it as is, failing to
realize that the paper included the reflections of the editor.
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Note for students: There is a difference between asking someone to
check your grammar, versus letting them affect the substance of
your paper.
Vv Ifitis necessary to ask for assistance, make sure to check
that the identity of the work as a product of YOUR OWN
learning is not compromised.

Sample Case 8: A teacher found that a student lifted a few sentences of a
five-page essay from a source without credit. The student reasoned that
this is not plagiarism because it falls under the threshold score given by the
teacher of 15% for the similarity index of Turnitin?°
Note for students: While there are degrees of plagiarism, and some
cases are certainly worse than others (e.g. wholesale copying of
papers), plagiarizing a little is still plagiarism.

v Note that Turnitin only provides a Similarity Index. It merely
points out what in the submitted text is similar to material
that is already in its database. It will say that sentence 1 in
submission X, is the same as a sentence in source Y. It
cannot detect that sentence 1 has adequate quotation
marks, with an appropriate footnote to source Y. By itself, it
cannot tell the difference between a properly sourced paper
and the same paper lacking its citations.

v A high similarity score in Turnitin, if all sources are
legitimately acknowledged within the text and in the
bibliography, can constitute a plagiarism-free submission
(although a teacher can deem the paper unfit in other
aspects such as amount of original output). Similarly, a low
similarity score does NOT mean that a paper is free of
plagiarism (any unattributed material can put the paper into
question).

v If there is something questionable in your submission, talk
to your teacher and politely ask him/her to explain the basis
of their assessment. Explain your writing process and ask
how you could have done better.

Sample Case 9: For a computer programming assignment, a student copied
existing code on the internet and just changed the subject. In another class,
a student submitted “original artwork” that had clear aesthetic similarities
to the existent work of another artist, which she used as a “peg” when she
started.
Note for students: Plagiarism is not confined to papers. In the
sciences, for example, it often refers to

20 See appendix for FAQs regarding Turnitin
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the misappropriation of work processes or ideas. In the arts it can
apply to falsely laying claim to
creative work.
v Consult with your teacher prior to submission, show your
sources and ask for advice if you feel stuck.

Sample Case 10: When a student failed to attend the film showing in class,
she decided to just submit a reaction paper based on the online reviews
she found about the topic.
Note for students: Apart from plagiarizing the online reviews, the
entire paper in this case is a matter of deception if she had not
watched the film herself. The vicarious process of insight, if not
disclosed, is dishonest since there was no actual expmrito base
the reaction on. Even if you were successfully able to restate the
ideas of others into your own words, and you attribute quotations
and paraphrases accurately, it is misrepresentation to portray the
submission as having been based on thegagsl task when it was
not.
v If you have a valid reason for missing the activity, ask your
teacher for alternatives on how to proceed with the
requirement in question

Sample Case 11: A student did not cite the text he used during an open-
notes exam.
Note for students: Whether the assignment is done in class, outside
of class, for a short or extensive amount of time, with open notes or
not, if an idea comes from someone else, give credit to your source.
v Depending on the resources you are allowed to bring for the
academic requirement, even partial credit (e.g. “According
to our class reading on ___”) is better than nothing.
V' Clarify evaluation standards if you are confused about
whether to mention a source or not.

Sample Case 12: For group work, one member contributed plagiarized
material for his part, through the group’s use of Google Docs. In the final
compilation of the parts for submission, the group included the plagiarized
material since each person only looked at their own part, without being
critical of the paper as a whole.

Note for students: Depending on whether the different group
members were aware of the plagiarized submission, or were in a
position to know, persons other than the author of the plagiarized
piece may be charged with the same offense. While there are
degrees of culpability, it would be good to remember that it is each
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name on.

v/ Remember that group work is NOT about coming up with a
patchwork of disparate parts. It's about several people
collaborating for output that they presumably could not
have produced alone. Effectively, the whole should be
greater than a mere sum of its parts.

v In the digital age, it is especially tempting for groups to
dismiss the need to actually meet in person because of
programs like Google Docs that let people work
‘simultaneously’ on the same paper, while being in different
places. Because of how easily things can get lost in that
process, you actually have to be extra careful that nothing is
neglected.

v Even if you have a group editor, everybody needs to read
the whole paper prior to submission. The mistake of one will
affect the grade of the rest, sometimes seriously so.

v The usual red flags to watch out for in checking each other’s
work include sudden changes in writing style, unnatural
speed of production or length of text, and excessive details.

v Most of the time, this problem is tied to having crammed
the requirement in the first place, so one clear way to avoid
accidental submission of plagiarized material is to work early
enough so that everyone can go through the paper carefully.

Sample Case 13: A group borrowed an old business plan from a previous
school year and overwrote the file, adjusting it to fit their own product.
While they claimed that they just wanted to save on effort in formatting, a
significant amount of content from the “template” (the topics they had in
common) was copied.
Note for students: In academic exercises, unless explicitly permitted,
the use of templates is generally frowned upon given that their
ready use is likely contrary to the objectives of the task. Knowledge,
skills and attitudes can only be built by goingotigh the process
even if there is a ready answer that can be fished from former
classes or online resources.

v When in doubt, ask your teacher whether using some sort of
template is acceptable. What you think are the “industry
standards” or “acceptable/common practice” are not
necessarily applicable or suitable given learning objectives
and class policies.
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Sample Case 14: A student submitted part of his old paper for a previous
class, to his current class, without mentioning the source. He reasoned this
is not plagiarism since he owns the material himself.

v/ Using your old work for current requirements is not, by
itself, a problem, IF YOU CITE IT PROPERLY, indicating the
text from where it came.

v/ The larger question is whether your use of pre-existing
material conforms to the objectives of the academic
requirement. Even if tasks are repeated across different
subjects, the point is to go through the exercise, although
results may be similar.

v/ Ultimately, there may be something dishonest in passing off
old product as current work. Better to point out your
situation to the teacher and ask whether this is permissible
in relation to the goals of the subject.

4.3.3. Fabrication or the submission of falsified data,
information, citation/s, source/s, or results in an
academic exercise

While plagiarism refers to claiming another’s ideas/words as one’s own,
fabrication refers to data which are altogether false or fictional.

Sample Case 1: A student submitted a business plan where the survey
results were falsified.

Sample Case 2: A reader suspected that the student may have fabricated
footnotes to feign scholarship.

Sample Case 3: A group of students pretended to have interviewed each
other for an analysis paper

Sample Case 4: A student asked his questionnaire respondents to lie and
pretend to be his target sample.

Note to students: Fabrication often involves avoiding what is perceived to be
an unimportant detail in an assigned task. Rather than take the easy way
out, students are encouraged to ask for assistance from the teacher, not just
in terms of methodology, lWalso in clarifying the importance of the

seemingly tedious tasks in the fulfillment of learning objectives.
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4.4. Appendix
4.4.1. FAQsregarding Turnitin
Q: What is Turnitin?

A: Turnitin is licensed software available for the use of the Ateneo de

Manila University. It is an internet-based plagiarism detection service.

Q: How does it work?

A: Most faculty of the Ateneo de Manila University have Turnitin
accounts where they create classes and specific requirements to be
subjected to the scrutiny of the program. Students will be asked to submit
soft copies of their requirements to the service. What Turnitin does is
compare the text submitted, to its extensive database (which includes print
and online material, as well as all the papers ever submitted to it). Given
that comparison, it will produce a Similarity Index with an overall
similarity score, as well as a breakdown of the percentages of how much
material from the submission is similar to what is on the database. It will
o as far as to highlight the actual passages from a student’s submission,

linking it to a located source.

Q: Can Turnitin say that a paper is plagiarized or not?

A: NO. Turnitin, by itself, cannot say whether a paper contains
plagiarized material or not. It only matches texts. Even if a sentence in a
student’s paper is properly sourced, Turnitin will still highlight it as
something similar to text stored in their database. It is up to the user to
examine and sort what is flagged by the service, and see which
highlighted sections are not sourced or inadequately attributed to the

located sources.

Q: What similarity score is acceptable?

A: Your teacher may express that he/she will only entertain papers that
fall below a certain similarity score. This typically is a peg that a teacher
gives in relation to how much of your text should be “original,” and it
differs from teacher to teacher, from context to context. For example, a
personal reflection paper might be given a very low threshold (e.g. 10%)
because of how unique to the student the material is expected to be;
compared to an annotated bibliography which would, understandably,
have a high threshold because of the objective of the requirement (e.g.
50%). This threshold, as well as the actual similarity score generated for a
submission, is NOT related to whether there is plagiarism in the paper or

not. A paper can legitimately have a high similarity index, and be
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properly sourced. Similarly, a paper with 1% similarity may have
committed plagiarism within that small amount of material taken from

other sources.

Q: How can | check my own submission for plagiarism before it is graded?
A: Some classes may allow students to see their Turnitin scores prior to

final submission (through a setting in the service). Ask your teacher

whether this will be enabled. However, if that is not allowed in a

particular class, there are other FREE ONLINE software that function
similarly to Turnitin. You may also paste the text in question in a simple

Google search query which can provide significant results.

4.4.2. Implications of Academic Dishonesty

Academic integrity is at the core of the learning process. Instances of
academic dishonesty naturally have implications on one’s academic
standing. It will also likely be reported for investigation as a disciplinary

case.

In terms of the class where the academic dishonesty was committed, at the
very least, dishonest behavior can be expected to merit a failing grade in
the requirement involved. However, more serious cases involving major
requirements (i.e. midterms, final exams, and those that constitute 20% or
more of the final grade), can result in failure in the course itself.” Where
there is objective evidence (e.g. the presence of a phone during a test,
unauthorized notes during an exam, the black and white correspondence
between the unattributed content of submission vis a vis a located source,
etc.), and/or the admission of a dishonest act, one can expect an
immediate decision from the teacher regarding the academic penalties
(i.e. the grades involved), whether or not he/she forwards the case to the
Committee on Discipline in addition to issuing the failing mark. In case
the Committee on Discipline finds a student NOT guilty of academic
dishonesty in the instance alleged, the student may bring said decision to
the teacher concerned, ** or appeal for a change of grade to the Standards
Committee through the Office of the Assistant Vice President for

Graduate Education®. In instances where the teacher deems it necessary

2 Please refer to the footnote in the section of Offenses Involving Dishonesty in the Code of Conduct in the Student Handbook
= In cases where the “not guilty” is rendered prior to the entry of the final grade for the course

» Please refer to the Request for Change of Grade in the Part 2: General and Academic Regulations Section 2.7.7 of this
handbook
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to wait for the decision of the Committee on Discipline on the matter in
question before rendering any decision regarding a student’s grade,
he/she will inform the student. In those cases, the teacher may also decline
to enter a final grade for the class (manifested by an * in the student’s

AISIS records) until the resolution of the disciplinary case is reached.

For any disciplinary complaint reported, students should refer to Section
II of the Code of Conduct in the Student Handbook for the processes
involved. In summary, once a complaint is filed, the allegations will be
investigated by the Office of Student Discipline. Respondents will be
informed of the complaint against them, and asked to submit their
preliminary statements in writing, as well as any exhibits that support
their claims. Based on the preliminary investigation, the Director of the
Office of Student Discipline conducts the final evaluation of the merits of
the case, decides on the formal charges that will be filed (if any), and
forwards those with probable cause to the Committee on Discipline for
hearing and deliberation. Student respondents and witnesses can expect to
be asked to appear in person during the hearing, after which the
committee deliberates and makes its recommendation to the signatory of
discipline case decisions, the Associate Dean for Student Aftairs. It is
important to emphasize that the Ateneo de Manila University does not
operate with a formula in determining the sanction/s for a particular
offense. Each incident and violation is treated on a case-to-case basis, but
precedents are examined to address consistency and honor the historicity
of discipline decisions. This result will be communicated to the student

respondent when it is available.

All students of the Ateneo de Manila University share in the communal
responsibility for the preservation and defense of Academic Integrity.
Witnesses to such dishonesty are encouraged to report it to their teacher
as it happens/as soon as possible. Assistance from the Office of Student
Discipline (through studentdiscipline.ls@ateneo.edu) can be solicited as

well.
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Part 3: Research




1.1.

1.2.

Section 1: Research Mentoring

(https://sites.google.com/ateneo.edu/gradresearchmentoring)

Context and Introduction

Guidelines as an organizing framewdrke mentoring framework serves as a
structure for organizing the guidance process of thesis/dissertation and capstone
project advising to promote student achievement and foster the development of
enduring learning abilities for both the mentor and mentee. The guidelines act as

a framework to achieve these objectives.

PurposeThe framework’s main objective is to ensure graduate students’ success,
particularly in writing, defending, and finishing their thesis, dissertation, and
capstone project, including publication. This objective is aligned with SDG 4,
which focuses on ensuring that access to education and involvement in it leads to

realizing individuals' life objectives.

To accomplish this objective, the framework has established policies, principles,
and guidelines designed to organize the advising process. This includes a
structured feedback and evaluation system involving the student and the advisor.
The mentoring framework goes beyond merely advising on the thesis,
dissertation, and project. It provides the foundation for a beneficial mentoring

relationship that fosters a passion for research and lifelong learning skills.

Declaration of Principles

At the heart of the Graduate Research Mentoring Framework is a commitment to
the following principles:

1.2.1.  The principles of Jesuit education focus on caring for the whole
person, which is reflected in their emphasis on "cura personaliand
human development. In graduate education, mentors guide their
mentees’ personal, academic, and professional growth. They
accompany their mentees in acquiring knowledge, skills, and values
of leadership and service to the community. Through this process,
mentors aim to impart ideas and lifelong learning skills, resulting in
the mentee’s personal growth and overall community development.

1.2.2.  Mentor defined:

While thesis, dissertation, or capstone project advising typically
focuses on specific tasks, such as conducting scientifically and ethically

sound research to benefit the community, a mentor takes a more
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1.2.3.

comprehensive approach to advising. Mentors prioritize the mentee’s
overall development and growth, incorporating the concept of cura
personalis

They support their mentees in acquiring knowledge, skills, and values
related to leadership and community service, offering guidance and

encouragement.

According to a study by Huang and Tait (2017), mentors can provide
valuable advice and feedback, serve as role models, and offer
networking opportunities. Mentees can gain knowledge and skills,
build confidence, and develop their own professional and professional
and life plans. Additionally, mentors can help with career
development by providing guidance on job search strategies, resume

building, interview skills, and networking.

SDG 4 Quality Education -SDG 4, which is about ensuring quality
education, acknowledges education as a fundamental right that must
be available to everyone, regardless of socio-economic background,
gender, sexuality, or religious beliefs. In higher education institutions,
mentors share the responsibility of ensuring that education is
accessible and inclusive for all. One of the support services that HEIs
provide is a mentoring structure, which aims to bridge gaps and
reduce inequalities to ensure that graduate students have equal access
to education and the opportunity to achieve their full potential (SDG
10 - Reducing Inequalities).

1.3. Objectives

1.3.1.

1.3.2.

1.3.3.

This framework aims to improve advising by creating more
transparency in setting expectations and establishing feedback
mechanisms.

To accomplish this, assessment tools will be used to provide feedback
and monitor progress, which will serve as a concrete way to ensure
the success of graduate students.

In addition to this, opportunities will be provided for developing
lifelong learning skills and fostering independent learning and

research for the benefit of the community.
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1.4. Roles of the Mentor and Mentee in Graduate Research

1.4.1.

1.4.2.

1.4.3.

1.4.4.

1.4.5.

Departments are expected to develop a graduate research plan that

reflects:

® Alignment with the school’s research strategy

® the department’s own research goals,

® the expertise of its faculty members,

® and the university’s research priorities
This plan should also define the expected learning outcomes for the
Thesis, Dissertation, and Capstone Project.
Departments may specify what they expect from mentors when
developing graduate research strategies. These plans should be aligned
with the university’s research strategies and the school’s overall
research priorities and represent the department’s research goals and
faculty specialization. These plans assist in outlining the tasks and
responsibilities of mentors, including how they may promote the
department’s research agenda and ensure that students complete their
studies on time.
Additionally, departments should consider implementing guidelines
that promote inclusivity, mentoring, and a positive learning
environment for all graduate students.
Departments ensure that both mentor and mentee are officially
registered in the system:

1.4.4.1.  Mentee: officially enrolled every semester until the

completion of the TDCP
1.4.42.  Mentor: registered in the AISIS module for TDCP
advisers

Departments ensure that advisees are included in the CANVAS course

site of the respective advisers.

Table 1 Mentor - Mentee Roles and Responsibilities

Mentee Mentor
The mentee: The mentor:
1. Develops their research plan 1. Facilitates the mentee’s
following the department’s development as an
research focus. independent learner.
2. Takes the lead in setting 2. Collaborates with the mentee
targets. to set targets and goals for
3. Maintains regular completing the TDCP.
communication with their 3. Communicates and instills
mentor or adviser. lifelong learning skills in the
4. Values the mentor’s time and mentee.
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1.5.

schedule. 4. Provides constructive
5. Takes responsibility for teedback and valuable advice
keeping informed about the in a timely fashion.
administrative rules and 5. Serves as a resource for
requirements related to the information regarding
TDCP process and policies, publications,
completion. professional networks, and
6. Submits progress reports on career opportunities.
their work. 6. Submit a report to the Chair
7. Enrolls every semester during on the mentee’s progress at
the course of the TDCP. the end of the semester.

Graduate Research Plan

1.5.1.

1.5.2.

1.5.3.

1.5.4.

The mentor creates a course plan consistent with the department’s
research priorities and program learning outcomes (PLOs).
The mentor implements the department’s graduate research
guidelines and incorporates them into their teaching, which is
reflected in the Canvas Learning Management System. Mentors are
also encouraged to build on the department’s research priorities.
The course plan includes a module and a syllabus for the Thesis,
Dissertation, and Capstone Project, which is made available on the
Canvas LMS.
The syllabus outlines the learning outcomes at both the program level
(PLOs) and course level (CLOs), which are mapped by the
Department based on the:
1.5.4.1.  General Timeline - A timeline is a set of goals and targets
agreed upon by the mentor and mentee which includes
submission and turnaround periods from the mentee to the
mentor and a target completion date for the Thesis,
Capstone Project, or Dissertation. Since mentees may be at
different stages of writing, timelines may be set
individually instead of as a cohort.
1.5.4.2.  Progress Milestones - The progress milestones consist of a
mutual update of the progress made and the challenges
encountered during the writing stage. This may include
the following:
® Updates on the progress of writing the chapter,
completion of the proposal, ethics clearance
application, final manuscript submission to the

reader, etc.
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® Updates on data collection, including preliminary
findings.

® Report on a conference presentation, which may
also include a description of any new connections
made during the conference.

® Updates on the status of publication submissions.

® Any other relevant information that could affect
the completion of the TDCP, such as personal

difficulties or changes in career.

1.6. Assessment of Progress

Two types of assessments are used to evaluate the progress of the mentee:

formative progress reports and summative exit surveys.

1.6.1.

1.6.2.

Formative Progress Report and Evaluation - this is conducted once at
the end of each semester (with optional mid-semester evaluation if
needed) while the research is ongoing. The mentor and the mentee
will provide updates on the progress made and challenges
encountered, as detailed in Section 6 of the Progress Report. The
mentee shall also submit a TDCP Mentor Evaluation Form at the end
of each semester.

Summative Exit Survey - this is conducted before graduation. Both
the mentor and the mentee/advisee will provide progress reports, as
described in Section 6 on Progress Report, to evaluate the overall

success of the mentoring process.

1.7. Progress Report and Mentor Evaluation

1.7.1.

Providing progress updates involves helpful input to the mentoring
and the overall relationship. The tool utilized for this purpose
encompasses:
® a specification of the course details for the given semester
® mentor-mentee details (which includes the student ID number
and the names and full-time and part-time status of the mentor
and co-mentor if the latter applies),

® the title of the Thesis, Dissertation, and Capstone Project
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® the critical dates based on an agreed-upon timeline, such as the

beginning of the writing process, oral defense, submission for

publication, and graduation

® submission of accomplished progress reports
1.7.2.  On the other hand, the TDCP Mentor Evaluation Form allows for an

appraisal specific to the advisement process.

1.7.3. Mentee’s Progress Report

The mentee’s report includes three main components:

1.7.3.1.

1.7.3.2.

1.7.3.3.

A recap of the work done by the mentee which
includes progress made in each stage of the writing
process and any significant accomplishments or
milestones.

The mentee’s evaluation of their work, considering
their timeline objectives, milestones, and difficulties
encountered. This evaluation should outline how they
achieved their timeline goals and targets, point out
significant milestones, and identify any challenges they
faced.

The mentee also presents substitute objectives and
targets. They should discuss an alternate approach to
tackling challenges, focusing on crucial issues such as
data analysis or methodology. Additionally, the
mentee/advisee may suggest ways to improve the

relationship.

1.7.4.  Mentor’s Progress Report

The mentor’s feedback includes the following components:

1.7.4.1.

1.7.4.2.

1.7.4.3.

The mentor provides feedback on the mentee’s/
advisee’s progress in each stage of the writing process.
The mentor evaluates the mentee’s / advisee’s capacity
to attain timeline goals, targets, and learning objectives,
giving an overall assessment.

The mentor suggests an alternate strategy to address
challenges, emphasizing significant concerns such as
data analysis or methodology and identifying potential

sources of support.

1.7.5. TDCP Mentor Evaluation Form

1.7.5.1.

1.7.5.2.

The mentee shall also submit the TDCP Mentor
Evaluation Form at the end of each semester.
The Chair is responsible for overseeing all Progress

Reports and Mentor Evaluations. Based on feedback
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from the mentor and mentee, the Chair may suggest

helpful interventions to improve the situation.

1.8. Leave of Absence

1.8.1.

1.8.2.

1.8.3.

1.8.4.

1.8.5.

1.8.6.

1.8.7.

1.8.8.

1.8.9.

A Leave of Absence refers to the temporary separation of a student
from the Ateneo de Manila University for reasons other than
academics or disciplinary actions.
A student may need to take a leave of absence while writing his or her
thesis for a variety of reasons, including personal, medical, or
professional ones.
To take a Leave of Absence for a semester or longer, students need to
complete a Request Form and meet certain requirements:
1.8.3.1.  These include being in good standing academically and
behaviorally when submitting the request
1.8.3.2.  and not enrolling in another school while on leave.
If a student wishes to take a Leave of Absence for a semester they have
not yet enrolled in, they need to complete the form by specific
deadlines:
1.8.4.1.  Ten (10) weeks after classes start during the regular
semesters
1.8.4.2.  Three to four (3-4) weeks after the start of classes
during intersession
Completing a Leave of Absence form is not equivalent to
withdrawing from courses officially.
Enrolled students must complete a Load Revision Form to withdraw
from classes officially.
The Leave of Absence policy only applies to students within the
residency limit of five years at the master’s level and seven years at the
doctoral level.
Before submitting the Leave of Absence (LOA) request, the student
needs to inform their mentor. It is advisable to have a conversation
with the mentor before submitting the LOA request to discuss the
following matters:
1.8.8.1.  purpose of taking an LOA
1.8.8.2.  intended period of absence
1.8.8.3.  proposed revised TDCP timetable
1.8.8.4.  scholarship constraints, if any.
Mentors are not expected to engage in advising activities during LOA

since mentees are not officially enrolled. The mentee may continue to
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1.8.10.

1.8.11.

1.8.12.

1.8.13.

work on the thesis/dissertation/capstone project without the
supervision of the mentor’/s.

The student who is on leave must submit a progress report to their
mentor and department chair/program director (cc OAVP-GradEd)

at least one month before their return to Ateneo de Manila University

to update them on their progress and discuss their re-entry plans.
It is also important to discuss any anticipated difficulties in resuming
and finishing their research work on schedule.
If the Leave of Absence extends for more than two consecutive terms,
the student must request a reinstatement.
1.8.12.1.  This request should include:
1.8.12.1.1.  Progress Report and Timeline of
Activities, which should be approved by
both the mentor and the Department
Chair/Program Director.
1.8.12.1.2.  For health-related reasons: Medical
Certificate and doctor’s clearance upon
return.
Thesis/Dissertation/Capstone Project Guidelines Faculty Advisers,
Panel Members, and Style Readers Graduate Students

Section 2: Duties and Responsibilities

(https://www.ateneo.edu/document/2022/08/1 6/ls-new-policies-concerning-graduate-thesis-

dissertation—capstone—proJiect)

In order to promote a shared understanding of expectations and to encourage individual

accountability, it is important that the duties and responsibilities for each role involved in

ensuring the production of good quality theses/dissertations/capstone projects by graduate

students are clearly defined.

2.1. Primary Adviser

2.1.1.

2.1.2.

Accepts and assumes the responsibility to work directly with the
graduate student in all aspects of the thesis, dissertation, or capstone
project which includes:

® Development of the research proposal

® Implementation of the research design

® Analysis of the data; and

® Writing of the thesis

Has the responsibility to ensure the thesis has been edited for accuracy

in terms of both content and format.
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2.1.3.

2.1.4.

2.1.5.

2.1.6.

2.1.7.

2.1.8.

Should make sure that the conference and publication outlet are non-
predatory and are within the approved list of academic publishers and
journals as per URC guidelines in addition to those indexed in Scopus
and Web of Science.

Review the document and ensure that it is of high quality in content
and writing style, and has met ethical requirements prior to the
submission of the dissertation (thesis) to the dissertation (thesis) reader
and examination panel

Guide the student in other dissertation (thesis) related requirements,
such as publication.

Respond in a timely manner to written work submitted by the
student by providing constructive suggestions for improvement of the
written work. The turnaround time should normally not exceed three
weeks.

Conduct themselves in a manner that promotes a research
environment that is safe, and free from all forms of discrimination and
harassment.

Gives the final decision on matters of the thesis, dissertation or

capstone project, if in case of co-advising.

2.2. Co-Adviser

2.2.1.
2.2.2.
2.2.3.

2.2.4.

2.2.5.

2.2.6.

Assists the primary adviser with the same tasks and responsibilities.
Cannot be part of the thesis/dissertation panel.

Review the document and ensure that it is of high quality in content
and writing style, and has met ethical requirements prior to the
submission of the dissertation (thesis) to the dissertation (thesis) reader
and examination panel.

Guide the student in other dissertation (thesis) related requirements,
such as publication.

Respond in a timely manner to written work submitted by the
student by providing constructive suggestions for improvement of the
written work. The turnaround time should normally not exceed three
weeks.

Conduct themselves in a manner that promotes a research
environment that is safe, and free from all forms of discrimination and

harassment.

2.3. Graduate Student

The following are the duties and responsibilities of the candidates during their

thesis, dissertation and capstone project stages:

2.3.1.

Commit to devoting the time, effort, and energy necessary to

complete the dissertation, thesis, or capstone project.
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2.3.2.

2.3.3.

2.3.4.

2.3.5.

2.3.6.

2.3.7.

2.3.8.

Take the initiative to gain the knowledge and skills needed for the
successful completion of the thesis, dissertation, or capstone project
and resulting publication/s

Ensure their research work abides with academic integrity and
upholds copyright policies.

If necessary for the study, work with the adviser/s to ensure that ethics
approval is secured prior to the actual conduct of the research.

Work with the adviser/s to establish a realistic work plan for the
completion of various requirements of the thesis and publication
requirements and should adhere to the timetable and meet deadlines.
Discuss with the adviser/s any updates or changes in requirements,
deadlines, and any other administrative processes that affect the thesis,
dissertation, or capstone project.

Acknowledge the significant contributions of the adviser/s and other
relevant people in publications (or conference presentations),
including joint authorship, funding agencies when applicable; and the
University, School, and Department where the research was carried
out.

Conduct themselves in a manner that promotes a research
environment that is safe, and free from all forms of discrimination and

harassment.

2.4. Panel Members

All panel members are expected to:

2.4.1.

2.4.2.

Be accessible for consultation from the proposal stage up to the final
defense and completion of the final manuscript, in coordination with
the thesis/dissertation adviser; and

Provide meaningful and constructive criticisms, suggestions, and
recommendations for the improvement of the student’s research

work.

2.5. Critic/Panel Reader

The reader(s) are expected to:

2.5.1.

2.5.2.
2.5.3.
2.5.4.

Evaluate the dissertation/thesis/CP proposal as ready for
dissertation/thesis/CP writing stage

Evaluate the dissertation/thesis/CP as ready for defense

Evaluate the publication potential of the work

The reader must be accessible for consultation from the proposal stage
up to the final defense and completion of the final manuscript, in

coordination with the thesis adviser.
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2.5.5.

The reader is expected to provide meaningful and constructive
criticisms, suggestions, and recommendations for the improvement of

the student’s research work.

2.6. Panel Head

2.6.1.

2.6.2.

2.6.3.

2.6.4.

Serves as facilitator during the deliberations and examination of the

thesis, dissertation and capstone project during the oral presentation

and ensures that all members submit a final grade for the thesis /

dissertation / capstone project at the end of the oral defense. If

questions arise about the final grade, the PH clarifies the grade.

Collects the grade sheet from the examination panel and ensures its

timely submission to the department chair/program director.

Makes sure that:

® the chosen venue or video conferencing platform is familiar and
accessible to both examinees and examiners. A dry run to test both
audio and video for a remote defense is conducted on both ends
prior to the exam;

® contingency plans have been made in case of technical difficulties
or emergencies (i.e., medical, natural calamities);

® the schedule (taking into account the time difference, if any) and
rules during the oral defense are discussed to both the examinee
and panelists to ensure that all other issues are addressed prior to
the defense; and

® informs both parties if there are any changes in the schedule or
rules in a timely manner.

The primary adviser cannot be designated as Panel Head to avoid any

potential conflicts of interest which may arise.

2.7. Style Reader

2.7.1.
2.7.2.

2.7.3.
2.7.4.
2.7.5.

Check the completeness of the submitted requirements

Make sure that the technical specifications are followed:

® Grammar, spelling, punctuation; overall readability

Adherence to the Department’s required style and citation
Adherence to the Ateneo formatting policies

Accomplishment of the suggestions given by the panel members, if

assigned by the department chair/program director
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3.1.

Section 3: Support for Research

Rizal Libraries

The mission of the Rizal Library is to facilitate learning by providing information
services to the Ateneo de Manila University community to enable them to
achieve excellence in carrying out their research, teaching, and community

service functions as a Filipino, Catholic, and Jesuit university.

The Rizal Librarv (RL) Lovola offers the following services:

Graduate Faculty Study Area and Reserve Section (GFSARS)

The Graduate Faculty Study Area and Reserve Section (GFSARS) is located on the
ground floor of the First Pacific Hall. Graduate students and faculty who are
looking for a silent study space are welcome to go to this section. It houses the

reserve materials of different courses.

This section also aims to assist and equip faculty members and graduate students in
navigating the library’s sections and maximizing its resources. Aside from
providing technical support for online database access to faculty members and
graduate students, this section also manages the electronic reserves of different

courses.

Other services offered by RL Loyola include:

Technical support for online database access to faculty members and graduate students

Rizal Library Materials assistance

Graduate Students laptop borrowing (Nvivo/SPSS)

Reserve/E-reserve document processing and uploading

Library Tour and Orientation

Inter-Library Loan

Printing and Scanning service

Study Cubicle assistance

Graduate students of the Ateneo de Manila University may access the Rizal Library
on all campuses by showing their validated ID. Please find below the addresses and
contact information of the Rizal Library in Loyola, Ortigas, and Rockwell:

Loyola

Address Rizal Library, Ateneo de Manila University, Loyola Heights

Quezon City
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Office Hours

Monday to Friday 7:30 AM - 9:30 PM; Saturday 8:00 AM - 5:00
PM

Contact Details

+632-84266001 loc 5551/Fax.+632-84265961

rizal.librarv.Is@ateneo.edu

Web http://www.rizal.libary.ateneo.edu
Ortigas
Address Don Eugenio Lopez Sr.Medical Complex, Ortigas Ave. Pasig,1604

Metro Manila

Office Hours

7:00 AM - 7:00 PM

Contact Details

+632-87063085 to 87/Fax.+632-87063174

library.asmph@ateneo.edu

Web hetp://www.asmph.ateneo.edu
Rockwell
Address Ateneo Professional Schools Building 20 Rockwell Drive,

Rockwell Center Brgy. Poblacion 1210 Makati City Philippines

Office Hours

Monday to Friday 9:00 AM - 9:00 PM; Saturday 9:00 AM - 7:00
PM

Contact Details

+632-88997691 to 96; +632-777292000 ext. 2304,2306 to 2308

law.rl@ateneo.edu

Web

hetp://www.ateneo.edu/law

3.2.

3.2.1.

Research Ethics
University Research Ethics Office

(https://www.ateneo.edu/central/ureo/about)

The University Research Ethics Office (UREO) is an office established
in 2015 under the Office of the Assistant Vice President For Research,
Creative Work, and Innovation, Higher Education. The UREO has

the following mandates:

Develop University policies and Standard Operation Procedures
(SOP) pertaining to research ethics and institutional review;
Ensure that University research ethics policies and procedures are

consistent with national and international standards;
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3.2.2.

® Disseminate information and build capacity in the University on
the conduct of ethical research and ethics review by providing
seminars/workshops, materials and other resources; and engaging
the University units in consultation meetings and other activities;

® Provide administrative support to the University Research Ethics

Committee and serve as its Secretariat.

University Research Ethics Committee

(https://www.ateneo.edu/central/ureo/about)

The Ateneo de Manila University Research Ethics Committee
(AJMUREC or UREC) is mandated to review and monitor research
that involves human participants, to ensure that such research is
conducted in accordance with institutional, national, and international
ethics principles and guidelines, including:

® scientific soundness

® non-maleficence and beneficence

® respect for persons

® justice
The UREC is Level-2 accredited by the Philippine Health Research
Ethics Board (PHREB). Level 2-accredited research ethics committees
possess the requisite functional structure and demonstrate the capacity
to review all types of research except clinical trials required for FDA

registration of new drugs.

The UREC is a multidisciplinary and multisectoral body that reviews
and monitors the research of faculty, staff, students, and other
researchers who conduct their investigation under the auspices of
Ateneo de Manila University. It is composed of two panels: the Main
Panel and the School of Medicine and Public Health (ASMPH) Panel.

It also includes lay and non-Ateneo-affiliated representatives.

The establishment of the UREC is in accordance with the directives of
the Philippine National Health Research System (PNHRS), particularly
the Philippine Health Research Ethics Board (PHREB); the DOST,
DOH, CHED, UPM Joint Memorandum Order 2012-001
(“Requirement for Ethical Review of Health Research Involving
Human Participants”); and the DOST-PCHRD, DOH, CHED,
UPM-NIH Administrative Order 001-2013 (“Implementing Rules and
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3.2.3.

Regulations of RA 10532 — or the Philippine National Health Research
System Act of 2013”).

The composition, functions, and processes of the UREC are aligned
with the National Ethical Guidelines for Health Research (2017), the
World Health Organization (WHO) Standards and Operational
Guidance for Ethics Review (2011), the Belmont Report (1979), and
the World Medical Association Declaration of Helsinki (1964), among

other international guidelines.

The review and decision-making process of the UREC is independent
of other offices, units, and administrative officials in the University.
This means that the decisions of the UREC with respect to its reviews
of research protocols are not subject to the influence, regulation, or

approval of any other office or official in the institution.

Guidelines on the Scope of Research Ethics
Committee (AdMUREC) Review: Inclusions
(Types of Research and Proponents) and
Exemptions from Review

Activities Required to Undergo Ethics Review
There is a wide variety of scholarly work that is undertaken by
students, faculty, and staff in the University. The AAMUREC reviews

and monitors specific types of scholarly work, defined as follows:

The activity is researchlefined as a systematic investigation wherein
the proponent:
® Poses research questions or hypotheses
® Collects quantitative and/or qualitative data in a systematic
way
® Analyzes results and derives conclusions that are intended to:
contribute to a particular domain or body of knowledge,
and/or be generalized or applied to populations beyond the
site of the data collection or sample studied, and/or is intended
to be replicated in other settings (e.g. does not include data
collection for purposes of institutional monitoring or

evaluation)
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1. The research involves human participantdefined as living

individuals about whom an investigator obtains and/or

utilizes:
® Information through interaction or intervention with the
individuals; or
® Identifiable personal information® or identifiable human

material or specimens

The proponent should submit AAMUREC Form 1: Initial Ethics
Clearance Application and other required materials as indicated in the

Form 1.

If the activity is not research and/or does not involve human
participants as defined in this guideline, no further action is required
from the principal investigator with respect to the University Research
Ethics Office (UREO) and the AAMUREC. However, the activity may
require regulation from other bodies in the University and the
proponent is enjoined to comply with these relevant University

policies.

Important: For specific guidelines on undergraduate student research
and activities, refer to: 1) Guidelines on Faculty-Initiated Class

Activities and 2) Guidelines for Undergraduate Theses.

Research Proponents Required to Undergo Ethics Review
Proponents or investigators should submit their research to ethics
review if the scholarly work activity is researchs defined in this
guideline, and the proponents and/or participants of the research are
Ateneo de Manila University students or personnel, and/or the study is
conducted under the auspices of the Ateneo de Manila University.

a. The primary or co-proponent/investigator of the study is a
faculty, graduate student, or staff of the Ateneo de Manila
University.
® If the study has several proponents and ethics approval had

been obtained by the coproponents’ institutions (e.g. as with

international or institutional collaborations), the protocol is

2 Identifiers include: name, residence, email address, telephone/cellphone number, birthdate,
social security numbers, gov-issued ID numbers, financial accounts/records, biometric data,
IP / device serial numbers, full face photo and/or video.
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still processed by the UREO to ensure that procedures are
ethical and appropriate for the local setting. The initial
processing is not a full review and may result in a validation of
the initial ethics approval, but a full AAMUREC review may
be recommended in certain cases. Contact the UREQO for
instructions in this case.

® If the study has several proponents and ethics approval had
been obtained by the coproponents’ institutions, the
AdMUREC will still review the protocol if the research
sponsor or funder requires ethics review and approval in all
collaborating institutions.

b. The study is conducted under the auspices of the Ateneo de
Manila University (i.e. AAMU is identified as a proponent or
sponsor in the study, etc.)

c. Research that involves Ateneo students, faculty, and/or personnel
as participants but is not conducted by any Ateneo-affiliated
researchers should first seek the approval of the units where the
study will be conducted. The units decide whether, in principle,
they will permit the study to be conducted in their unit (i.e. if
procedures are feasible and the topic is relevant to the unit). If the
relevant units grant permission, the proponent should then
undergo AAMUREC ethics review.

Research Involving Human Participants Eligible for Exemption
From Ethics Review.
Certain types of research may be exempted from research ethics review
if:

® the research activities are minimal risk®

® the study meets one or more of the categories listed herein.

The University Research Ethics Office (UREO) determines whether a
particular research study is exempt via a validation procedure
(proponent should submit AAMUREC Form 4: Validation of
Exemption from Review and expect a response within 10 working

days).

% Minimal risk is defined as the probability and magnitude of physical and psychological harm that is
normally encountered in daily life, or in the performance of routine medical, dental, or psychological
examination of healthy persons.
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Exempt Research Categories

Category 1: Research conducted in established or commonly accepted
educational settings, involving normal educational practices, such as
research on regular and special education instructional strategies, or
research on the effectiveness of or the comparison among instructional
techniques, curricula, or classroom management methods. Both the
procedures involve normal education practices (e.g. use of tests or
assessments of performance) and the objectives of the research involve
normal educational practices.

Category 2: Research involving the use of educational tests (cognitive,
diagnostic, aptitude, achievement), survey procedures, interview
procedures, or observation of public behavior, UNLESS:

i.  information obtained is recorded in such a manner that
human participants can be identified, directly or through
identifiers linked to the participants; and

ii.  any disclosure of the human participants' responses outside the
research could reasonably place the participants at risk of
criminal or civil liability or be damaging to the participants'
financial standing, employability, or reputation.

In addition:
Application of this exemption category to research with
children is limited to the use of educational tests or to
observations of public behavior where the investigator does
not participate in the activities being observed. It cannot be
applied to projects involving surveys or interviews with
children.

Category 3: Research involving the use of educational tests (cognitive,

diagnostic, aptitude, achievement), survey procedures, interview

procedures, or observations of public behavior that is not exempt under

Category 2 of this section, IF:

i.  the human participants are elected or appointed public
officials or candidates for public office; or

ii.  the law requires without exception that the confidentiality of
the personally identifiable information will be maintained
throughout the research and thereafter.

Category 4: Research involving the collection or study of existing
data, documents, records, pathological specimens, or diagnostic
specimens, if these sources are publicly available; or if the information

is recorded by the investigator in such a manner that participants
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3.2.4.

cannot be identified, directly or through identifiers linked to the
participants.
Category 5: Research and demonstration projects that are conducted
by or subject to the approval of national or local government
department or agency heads, and which are designed to study,
evaluate, or otherwise examine:
i.  public benefit or service programs;
ii.  procedures for obtaining benefits or services under those
programs;
iii.  possible changes in or alternatives to those programs or
procedures;
iv.  possible changes in methods or levels of payment for benefits
or services under those programs.
In addition:
® The project is supported and authorized by a national or local
government agency.
® The program under study delivers a public benefit or service
(e.g. financial or medical benefit; or social, supportive, or
nutritional services).
® The research or demonstration project is conducted pursuant
to specific statutory authority.
® There is no statutory requirement that the project be reviewed
by a research ethics board or committee.
® The project does not involve significant physical invasions or
intrusions upon the privacy of participants.
® The funding agency concurs with the exemption from
institutional ethics review.
Category 6: Taste and food quality evaluation and consumer
acceptance studies if:
i.  wholesome foods without additives are consumed; or
ii.  afood is consumed that contains a food ingredient at or below
the level for a use found to be safe, or agricultural chemical or
environmental contaminant at or below the level found to be

safe, by the relevant national regulatory agencies.

Ethical Guidelines for Internet -Based Research

Aims and Scope of the Guidelines
These guidelines are being disseminated to guide data collection

performed on the Internet, which is a rich source of information and
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avenue for communication with human participants but presents

unique challenges to research ethics due to its nature.

These guidelines supplement and do not supersede the Standard
Operating Procedures (SOPs) of the University Research Ethics Office
(UREO). They are largely derived from the Ethical Guidelines for
Internet Research in the 2022 National Ethical Guidelines for Research
Involving Human Participants (NEGRIHB) the Philippine Health
Research Ethics Board (PHREB).

Note: Abiding by these guidelines is not equivalent to formal
institutional ethics review and approval conducted and granted by the
University’s Research Ethics Committee (AIMUREC). Following the
guidelines is insufficient for research activities that are primarily for

general knowledge production and publication.

The Nature of Internet-Based Research
As defined by the NEGRIHP (2022, p. 122), the following activities
are considered Internet-based research:
“Internet research encompasses inquiry that:
® utilizes the internet to collect data or information, e.g., through
online interviews, surveys, archiving, or automated means of data
scraping;
® studies how people use and access the internet, e.g., through
collecting and
® observing activities or participating on social network sites,
listservs, websites, blogs, games, virtual worlds, or other online
environments or contexts;
® utilizes or engages in data processing, analysis, or storage of
datasets, databanks, and repositories available via the internet;
® studies software, code, and internet technologies;
® examines the design or structure of systems, interfaces, pages, and
elements;
® employs visual and textual analysis, semiotic analysis, content
analysis, or other methods of analysis to study the web and
internet-facilitated images, writings, and media forms; and
® studies large scale production, use, and regulation of the internet
by governments, industries, corporations, and military forces.”
(Markham & Buchanan, 2012)
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Generative Artificial Intelligence (GenAl) is anticipated to see
increasing utility in any or all of these activities. While the issues
surrounding the use of GenAl relate more to research integrity (i.e.,
honesty, attribution, intellectual property) than to participant welfare
at present, that is bound to change over the next few years, and so
these guidelines will evolve accordingly. Researchers are encouraged
to refer to the guidelines created by the Ateneo GenAl Task Force on
ethical use of the technology.

Ensuring the Validity of the Internet-based Protocol

® As with all types of research, the use of Internet data and tools
should be appropriate for the research question, objectives, and
methodology. The convenience of using online resources should
not compromise the scientific rigor of data collection.

® Convenience for the principal investigator does not necessarily
translate into convenience for the participants. The technology
that participants are expected to use in the intervention should be
available and accessible to them. Should access to such technology
be anticipated to incur costs to the participants, such as expenses
for Internet load, the principal investigator should compensate

them appropriately for these costs.

Ensuring the Welfare and Safety of Data Collectors and
Participants/Respondents
® Online data collection is a relatively safer recourse than direct
human interaction especially with the continued threat of
COVID-19, but it may still involve risks to respondents.
Questions or tasks, potentially including reading or viewing
products created by GenAl procedures, may be psychologically
intrusive, triggering, or provoke distress. These sorts of questions
may be presented only if there is the availability of immediate
relief or intervention by a qualified professional, which may be
more difficult to access via online means. Data collectors also do
not obtain immediate feedback on whether their respondents are
undergoing distress, so it is best to avoid potentially triggering
questions.
® Ensure that the use of online technology does not cause or
increase vulnerability of the prospective sample population; the
online intervention should not compromise the autonomy of the

prospective participants. Particularly because the use of online
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data and tools can negatively impact not only the individual
participants but also their families and communities, special care
must be taken to ensure that potential harms are reasonable,
unintended, and unavoidable. As with all research involving
human participants, the risks should not outweigh the benefits.

® No online procedure, including obtaining electronic addresses of
people, will be done with malicious intent or with intentional
subterfuge or deception. This includes collecting email addresses

under the guise of another purpose.

Data Collectors and Respondents must Undergo a Fully
Informed Consent Process
® Participation of respondents must be voluntary. They can choose

freely, without undue influence or coercion, whether or not they

will provide the data being requested. To prevent undue

influence, do not offer a large compensation or benefits that

respondents cannot refuse especially during this time (for
example, offering substantial money or food as compensation for
participation), as they might agree to provide data even if against
their will.

® Provide respondents with complete information that:

a. Introduces you by providing your name, year and course or
office, contact information, and the course for which you are
conducting this study (if applicable);

b. States the title or topic of your study;

c. States the rationale or objectives of your study;

Invites the readers to participate but emphasizes that doing so
is purely voluntary;

e. Assures the readers that there will no negative consequences
to not participating in your study;

f.  Assures the readers that you will take all necessary measures to
keep their information confidential (e.g., only you will have
access to the raw data);

g. Informs the readers that they can stop participating at any
point or withdraw their data from your study at any point,
even after submitting their answers;

h. Discusses the benefits that the readers can obtain from
participating in your study, if any;

i. Discusses the risks, if any, that the readers may be exposed to

if they participate in your study;
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j.  Provides the readers with the option to not proceed any
further (Note: For an online survey, this is often a button that
when clicked will proceed to the survey proper; see section C
below); and

k. Provides your contact information and that of the UREO
should they have questions about or problems with the
activity.

® The voluntary agreement or consent of the respondent must be
recorded. If the data collection is online, such as through an
online survey platform (e.g. Google Forms, Rakuten Insight),
then the informed consent must be given before the respondent
answers the questions. The survey must be preceded by a page
that contains the informed consent information and the
participant must indicate via a tick box or by clicking the button
that brings them to the survey proper that they are agreeing to
participate. This would prompt the survey to go to the next page.

This type of consent is referred to as implied consento signature,

whether wet or digital, is required.

If the data collection is via phone or application (e.g., Zoom,
Skype, Google Meet) then verbal consent must be solicited after
giving a standard script of the informed consent information
(script must contain all the information under section B above). If
the respondent does not agree to give information, then the data

collector must accept this and end the call immediately.

® Ifany of the aforementioned online applications or similar
ones are to be used in the intervention, the prospective
participants must be informed of the data privacy policies of
the application and whether or not the data will be stored by
the third-party service provider. The whole document need
not be presented to the prospective participant; the link to the
policy should be provided in the informed consent form. The
form should also indicate if a recording will be made, if the
participants can keep their cameras off during online
interviews, and if they can use pseudonyms/codenames
instead of their real names on the display in video

conferencing platforms.
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® Regardless of the nature of the intervention, involving minors
(children below age 18) entails more potential risk and would

require consent from legal guardians.

Ensuring Privacy and Confidentiality of Data

® Ensure that the apps and other channels used to collect data
are technically secure against privacy threats and access by
parties who may use the data and information of respondents
for malicious purposes. Be mindful that there are privacy
issues in these apps and take all reasonable measures to
mitigate the risks.

® The personal data that will be collected (e.g., name, contact
information, address, and so on) must be proportionate or not
excessive, given the purpose of the study. We recommend
collecting data anonymously whenever possible. This means
that data obtained cannot be associated with specific
individuals or communities (e.g. residents of a particular city
or barangay), whenever possible.

® If personal data is retained by the data collector, this must be
for a legitimate purpose, and the data must be properly
disposed or deleted as soon as possible after the purpose has
been met.

® Researchers must always adhere to the applicable provisions
and implementing rules and regulations of RA 10173 (Data
Privacy Act of 2012), particularly regarding the collection,
use, and storage of personal information.

® Researchers must be aware that Internet protocol (IP)
addresses are potentially identifiable. Therefore, when using
platforms that collect IP addresses, they must put in place
proper confidentiality measures such as encryption of the use
of a password.

® [t is recommended that personal data being collected should
be obtained with consent of the respondent and that they have

the option not to provide data they would rather keep private.

Is Consent Necessary for “Public” Posts? The Issue of
“Reasonable Expectations of Privacy”
® Per the NEGRIHP (2022, p. 127), informed consent may be
waived under the following conditions:

O The information is publicly archived.
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No password is required for archive access.
No site policy prohibits it.

The research is of minimal risk.

o O O O

There is no aspect of the study which could cause or
influence respondents to decline from participating.

The previous item seems to imply that users’ public posts on
Facebook, X (formerly Twitter), Instagram, TikTok, and
similar social media platforms can be used without having to
obtain the consent of the user. However, it can be argued that
it is not reasonable to assume that when persons make public
posts on these platforms, they do so with the expectation or
knowledge that these will be used for the purposes of research
Therefore, it is safer to assume that the users have “reasonable

expectations of privacy.”

It is therefore advisable that consent be sought from the users
if it is reasonable to assume that the information used in the
research can be attributed to them (whether they use their real
name or an alias/handle), such as if the post is directly quoted
and the specific platform is named (especially if even more
specific information, such as the name of the Facebook group,

is given).

When posts on social media communities, such as Facebook
groups or Reddit subreddits, are to be used for research
purposes, it is advisable that the researcher first obtain
permission from the owner or moderator of that community,
regardless of whether consent from the individual user can be
waived.

Researchers are advised to read the Guidance on Use of
Personal Data Obtained from the Public Domain by the
Office of the Privacy Commissioner for Personal Data, Hong

Kong

(hetps://www.pepd.org.hk/english/publications/files/ GN_publ

ic_domain_e.pdf). The document states: "The fact that a data

subject’s personal data can be obtained from the public
domain shall not be taken to mean that the data subject has
given blanket consent for use of his/her personal data for
whatever purposes" (Office of the Privacy Commissioner for

Personal Data, Hong Kong, 2013).
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For other ethics-related questions and concerns, kindly email

univresearchethics@ateneo.edu or director.ureo@ateneo.edu. We

will respond as soon as possible to your question or concern.

Intellectual Property Rights

The University recognizes that students, researchers, creators, and inventors have
the right to claim ownership of IPRs over works they have created without the
University’s support. The Ateneo Intellectual Property Office was established
to provide support for the University’s IP-related activities including IP
generation, IP protection, and IP commercialization. AIPO envisions itself to be
the country’s leading university hub where innovative solutions are inspired,

protected, and made available for society’s benefit.

Ateneo de Manila University Intellectual Property
Policy

(Available at https://www.aipo.ateneo.edu/ip-policy)

INTRODUCTION

The Ateneo de Manila University (hereinafter “University”), a Jesuit, Catholic
and Filipino academic institution, states in its Mission/Vision that (1) it seeks to
preserve, extend, and communicate truth and apply it to human development;
and that (2) it seeks to identify and enrich Philippine culture and make its own.
The University, with its large pool of intellectual and creative resources,
encourages and supports research among its faculty, students, and staff, including
the practical application and economic use of these researches towards the

attainment of its Mission and for the benefit of the general public. The University
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also promotes and cultivates innovation and the honing of one’s talents in pursuit

of nationwide cultural development and growth.

The development of innovative technologies, as well as the creation of various
works, which serve the public good is a concrete contribution of the University.
Therefore, the University hereby adopts the following Policy on Intellectual
Property.

This Policy governs the ownership, protection, and commercial exploitation of all
forms of Intellectual Property created by Researchers, Inventors and Creators in
the course of their duties or activities at the University, as well as in cooperation
with third parties, including other academic, research, industrial, cultural, and

business organizations.

Through this Policy, the University envisions to promote, encourage, and
facilitate:

® Relevant scientific, social, artistic, and cultural research and innovation at
the University;
Effective research and innovation collaboration with third parties;
The creation of various literary or artistic works at the University;
The protection of the rights of creators and researchers;

Efficient and sustainable management of Intellectual Property;

Fair distribution of economic benefits arising from commercialization of
Intellectual Property among relevant stakeholders; and

® Enhancement of the University’s goodwill as an academic research
institution, as well as a fertile ground for cultural and holistic

development.

Nothing in this Policy overrides the provisions of Republic Act No. 8293 or the
Intellectual Property Code of the Philippines, as amended by Republic Act 9502
and Republic Act No. 10372 (hereinafter “IP Code”), Republic Act No. 10055 or
the Philippine Technology Transfer Act of 2009 (hereinafter “Technology
Transfer Act”), Republic Act No. 8371 or the Indigenous Peoples’ Rights Act of
1997, and all laws and treaties that bind the Philippines to which this Policy

relates to, and which are deemed incorporated herewith.

DEFINITIONS
® “Commercialization” is any means of developing for profit any Intellectual
Property, including assignment, licensing, and exploitation within and

outside the University.
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“Copyright” is the bundle of rights, as enumerated in Section 177 of the
Intellectual Property Code, given by law to the Creator or Researcher over
his work/research.

“Copyrighted works” refers to any literary, artistic, scholarly, scientific, and
derivative works which qualify for copyright protection under the Intellectual
Property Code.

“Creator” is the natural person who has created the work. "Creator" is used
interchangeably with "Author."

“Industrial Design” is an aesthetic, ornamental, and non-functional aspect of
an article, and may consist of three-dimensional features such as the shape or
surface of an article, or of two-dimensional features, such as patterns, lines, or
colors.

“Intellectual Property” shall refer to a product of the intellect which can be
attributed to specific persons or institutions, such as inventions, technologies,
developments, improvements, processes, research results, works of art, visible
distinctive signs, undisclosed information, and other matters protected under
the Intellectual Property Code.

“Intellectual Property Rights” (IP Rights or IPRs) are ownership and
associated rights relating to Intellectual Property, as provided for by law,
including patents, rights in utility model, plant breeder’s rights, plant variety
protection rights, rights in geographic indications, rights in designs,
trademarks, service marks, trade names, collective marks, copyrights,
topography rights, know-how, and trade secrets, including applications or
rights to apply for them, extensions and renewals of such rights, and all rights
or forms of protection having equivalent or similar effect anywhere in the
world.

"Invention Disclosure Agreement" is a written submission of a potential
patentable invention which involves all information regarding the invention.
The written document should list the name of all collaborating sources, along
with the necessary information needed for patenting.

"Inventor" is the natural person who has created a patentable Invention
under the Intellectual Property Code.

"Material Transfer Agreement" is an agreement that demarcates the rights
and boundaries of the provider and recipient of research materials to ensure
the protection of intellectual and other property rights of the provider, while
permitting the use of materials for research.

“Non-Disclosure Agreement” is a formal agreement between the parties
where confidential information is shared and expressed, and wherein access to

such confidential information is restricted against third parties or the public.
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“Patent” is an exclusive right imbued to the Inventor or his assignee of an
Invention that is new, involves an inventive step, and is industrially
applicable.
"Prototypes" are a model of the final product capable of achieving most of
the functions of the final product. It is intended to show prospective sponsors
a product without requiring mass manufacture.
“Researcher” refers to persons who perform any research task at the
University, or participate in any research project administered by the
University, including those funded by external sponsors; and in either case,
use the University’s resources. Such persons may include:
a. employees of the University, including student-employees and technical
staff;
b. students, including graduate and postgraduate students of the University;
or
c. any person, not employed or enrolled in the University, fulfilling the
abovementioned requirements, including visiting researchers and
exchange students;
“School” refers to the individual Schools, such as the School of Humanities,
School of Social Sciences, School of Science and Engineering, and the School
of Management; the Ateneo Grade School, Ateneo High School, and the
Ateneo Professional Schools, namely, Ateneo Graduate School of Business,
Ateneo Law School, Ateneo School of Government and Ateneo School of
Medicine and Public Health.
“Trademarks and Service Marks” means any visible sign capable of
distinguishing the goods (trademark) or services (service mark) of an
enterprise and shall include a stamped or marked container of goods.
“Undisclosed Information” are proprietary information held in secret or
not generally known among or readily accessible to persons within the circles
that normally deal with the kind of information, has commercial value
because it is secret and has been subject to reasonable steps under the
circumstances, by the person lawfully in control of the information, to keep it
secret.
"University" refers to the nine schools of the Ateneo de Manila University.
“University resources” means any form of funds, facilities or resources,
including equipment, consumables, and human resources provided by the
University either directly or indirectly.
"University Use rights" are the universal, non-exclusive, royalty-free use
rights of the University to reproduce, publish, display, perform, and/or
publicly distribute works made available to the University for the non-

commercial purposes of education, exhibition, accreditation, development,
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alumni relations, promotion, and the like; as examples of faculty and student
work; and for inclusion in its permanent collection and/or archives.

“Utility Models” are inventions that are new and industrially applicable.
“Visiting Researchers” mean individuals having an association with the
University without being either employees or students. “Visiting Researchers”
include academic visitors, individuals with honorary appointments in the

University and emeritus staff.

GENERAL PRINCIPLES

The University recognizes that students, Researchers, Creators, and Inventors
have the right to claim ownership of IPRs over works they have created
without the University’s support.

The University recognizes the faculty’s freedom in research and in the
publication of their results subject to the adequate performance of their other
academic duties.

The University subscribes to the principle that recognition of Intellectual
Property Rights of Researchers enhances accountability and accessibility of
the public to the fruits of research.

The University subscribes to the principle that protection and encouragement
of artistic, literary and intellectual self-expression of Creators enriches the
culture.

All Researchers who utilize the facilities of the University have an obligation
to disclose patentable and copyrightable works to the University, regardless of
ownership.

The University will endeavor to support all types of research, creation, and
innovation, whether basic or applied, which further its Mission and which
raise the level of scholarship and artistic selfexpression.

Commercialization of IP may be pursued by the University but in a manner
that does not interfere with its mission to “preserve, extend, and communicate
truth and apply it to human development and the preservation of the
environment.”

The University may also opt not to seek IP protection even for outstanding
discoveries and inventions. Faculty, students and Researchers may then seek
IP protection on their own initiative.

The University, in cooperation with the State, shall endeavor to learn more
about, and find ways to protect and respect, indigenous culture, traditions,
and institutions, and the intellectual property associated with Indigenous

People.

OBJECTIVES
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The recognition and protection of IP Rights are necessary for the establishment
of a strong research environment and the cultivation of creativity and innovation.
An effective IPR system provides incentives for research and creativity, facilitates
access to research and creative output, protects against misuse and unauthorized
use of Inventions and other original creations, and can contribute financial
resources for the sustainability of research and creative activities. In addition, a
well-crafted IPR system facilitates collaboration with other institutions and
external individuals, and provides better protection for the University’s rights as

an institution.

Thus, through this Policy, the University seeks:

® To encourage innovation and creativity in the development of useful
Inventions, technologies, researches, and original creations;

® To protect the rights of Researchers to the products of their research
endeavors, the rights of Inventors over their inventions, and the rights of

Creators over their works;

® To encourage and protect freedom of self-expression among students, faculty
and other members of the University engaged in literary, intellectual or
artistic creation.

® To raise funds from the proceeds of Intellectual Property which are generated
using its resources;

® To enforce IPR in an appropriate manner in order to maintain the academic
nature of the University; and

® To provide an effective and efficient mechanism that:

a. Clarifies the rights and obligations of Researchers, Inventors, and
Creators;

b. Monitors and documents research in the University, in particular those
which are subject to intellectual property protection.

c. Monitors and keeps records of IPRs owned by the University;

Defines the procedures for technology transfer, assignment, licensing,
dispute resolution, and other IP matters;

e. Ensures that research and the sharing in the benefits of research follow
ethical precepts, including matters of conflict of interest and professional
and personal responsibility; and

f.  Provides for the registration, maintenance, and protection of IPR.

For purposes of implementing the provisions of this policy, the Ateneo
Intellectual Property Office (AIPO) shall be created to handle the University’s

intellectual property-related rights, matters, and disputes.

SCOPE OF THE POLICY
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® This Policy shall apply to all forms of intellectual property created on or after
the date of approval of this Policy by the University Board of Trustees, and to
all IP Rights associated with them.

® This Policy shall apply to all University students, faculty, postdoctoral fellows,
consultants, Researchers, Visiting Researchers, research assistants, scholars,

University employees, and other Inventors or Creators of the University

pursuant to legal instruments, including employment contract, collective

research agreement or individual agreement. Visiting students from other
universities are also covered by this Policy.

o Employment ContracThe University Office of Human Resource
Management and Organization Development shall ensure that all
employment contracts or other agreements to that effect, include a
provision binding Researchers, Inventors, and Creators to this Policy.

O Student Agreementhe University shall require the student to be bound
by this policy upon enrollment, or upon entering the University pursuant
to an agreement with another institution/university.

O Research AssistarResearch assistants who are neither students nor
employees of the University shall be bound by the provisions of this
Policy as regards all their intellectual property output.

O Incoming Visiting Researchi&he AIPO shall ensure that Researchers not
employed by or enrolled in the University, including Visiting
Researchers, shall sign an agreement to be bound by this Policy, including
an agreement assigning to the University ownership of intellectual
property created by them in the course of activities in connection with
their association with the University, prior to any engagement of any
research activity at the University.

O Outgoing Visiting Researchkt cases wherein a Researcher, employed by
the University but working in another institution as Visiting Researcher,
is required to sign any document which might affect the University’s IP
Rights, the Researcher shall first obtain a written approval from the head
of the AIPO. The approval shall be granted if no University IP Rights are
being affected. If the University’s IP Rights are affected, the AIPO shall
negotiate with the third-party institution for an arrangement which shall
not prejudice the interests of the University.

O Surviving Rights and Obligatiorsights and obligations under this Policy
shall survive any termination of enrollment or employment at the
University.

® The present Policy shall not apply in cases in which the above mentioned
person/s entered into an express agreement with the University before the

effective date of the Policy, or the University previously entered into an
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agreement with a third party, concerning rights and obligations in conflict
with those set out in this Policy.
® This Policy shall respect the University’s policies on:
O Academic standards and ethics, such as plagiarism, dishonesty, and due
recognition of work;
O Ethics in Research and, where appropriate, decisions of the University’s
Ethics Board;
O Conflicts of interest and guidelines regarding the practice of one’s
profession; and
O  Grants, contracts or other arrangements with third parties, including
sponsored research agreements, collaboration agreements, license
agreements, and the like, if these terms are more beneficial to meet the
purposes and principles of these guidelines.
® This Policy shall also form part of the University’s policies, which include the
following:
O Faculty, Student, and Employee Manual
O Policy on Research Ethics
O Decisions of the University Ethics Board
O Guidelines on Conflict of Interest
O Non-Disclosure Agreement (NDA)
O Material Transfer Agreement (MTA)
O Invention Disclosure Agreement (IDA)
O Guidelines on Technology Transfer and Related Agreements
O Other related University policies.
® This Policy does not supersede the University’s rules on:
Dishonesty and plagiarism;
Conlflict of interest;
The University’s right to negotiate and meet its obligations;
Moral and ethical behavior;

Research and editorial policies of its constituent units; and

O O 0O O O O

Other rules deemed essential to its Mission and Vision, and character as a

University.

OWNERSHIP

e EmployeesAll rights in Intellectual Property devised, made, or created by an
employee of the University in the course of his or her regularly-assigned
duties and activities of employment shall generally belong automatically to
the University. This also applies to student employees.

® StudentsStudents who are not employed by the University shall own all

Intellectual Property and associated IP Rights they create in the normal course
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of their studies, subject to applicable University Use rights, EXCEPT when
ownership belongs to the University pursuant to Section 7, Section 8, and
Section 9 of this Policy on copyright, patent, and trademarks.

® Others Ownership of intellectual property created or made by other persons
performing research tasks in the University, who are neither employees nor
students, in the course of their research activities in the University shall
generally belong automatically to the University, UNLESS there is a separate
agreement regarding ownership entered into depending on the status of such
person, in which case, Section 2 (n) and Section 5.2 shall be considered

alongside Sections 7, 8, and 9.

COPYRIGHT

® Copyright Copyright and all other economic rights over Copyrightable
Works shall be owned by the Creators, EXCEPT in the following cases,
where the copyright shall belong to the University:

O  Works specifically commissioned by the University;

O Works that are produced through significant use of University Resources,
when such use is not covered by tuition fees and/or scholarship grants;

O  Works that are produced through significant use of University Resources
even though created by an employee outside the course of his or her
duties, activities, and employment.;

O Works created by an employee in the course of his or her regularly-
assigned duties, activities, and employment;

O Works developed or created in the course of, or pursuant to, a scholarship
sponsored by a third party under a separate agreement, a sponsored
research or other third party agreement, the copyright of which shall
belong to the University;

O Philippine government funded research and development, wherein the
copyright belongs to the University pursuant to the Technology Transfer
Act of 2009; and Works whose authorship cannot be assigned despite the
application of this Policy, such as those attributed to more than a discrete
number of authors, or resulting from simultaneous or sequential
contributions over time by multiple authors.

e Contractual Stipulation on CopyrighNotwithstanding Section 7.1 above, the
ownership over any Copyrightable Work may be subject to agreement
between the University and the Creator.

® Joint Authorshipln the case of works resulting from the contribution of
efforts coming from different persons, authorship shall be determined as
tollows:

O By contractual stipulation; or
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O By application of the rules for joint ownership under the Intellectual
Property Code.
Dispute Resolutiomuthorship disputes shall be resolved through alternative
modes of dispute resolution, such as mediation and arbitration, to be
facilitated by a body convened by the AIPO. Legal action shall only be
pursued in the event of a failure of any of these modes of dispute resolution
pertaining to the authorship of copyright of works.
License for Publicatiom order to enable the University to perform its mission
of transferring knowledge and technology for the public benefit, every
Researcher, employee, and student is required to grant a royalty-free license
in favor of the University for the reproduction, publication and public
distribution of copies of thesis, dissertation and other works, the copyright of
which belongs to such Researcher, employee, or student under this Policy.
Exclusive license and assignment of copyirightes when the work is owned
by or licensed exclusively or permanently assigned to the Creator, the
University shall retain the right to a nonexclusive, nontransferable,
irrevocable, royalty-free, worldwide license on the work for research,
educational and humanitarian purposes.
Publication of Research, Thesis, or DissettatienAIPO may, on its own or
upon request of the School concerned, evaluate any thesis, dissertation or
research output by students, employees, and researchers, and recommend the
postponement of its publication if, after the examination, the AIPO finds that
there is a need to pursue IP protection on the part of the University for
purposes of commercialization. Such evaluation and examination by the
ATPO of the research output shall be made within a reasonable time
depending on the circumstances.
Audio and video recordingse University does not claim rights in the
intellectual, artistic, or literary content of the audio or video recordings of a
lecturer or creator of the audio and video recordings; the copyright over the

content shall be governed by this Policy.

The lecturer or other Creator of the presentation being recorded reserves the

right to disallow the recording of the same and to obtain remedies via the

guidelines that may be issued by the AIPO.

PATENTS & RELATED RIGHTS
® Patent and Related IP RightsThe right to own a patent shall belong to the

Inventor(s), EXCEPT those instances when the patent and all related IP
Rights belong to the University, as provided in this Policy, including:
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O Inventions that are supported significantly by the University funds or
other University Resources;

O Inventions by an employee in the course of his or her regularly-assigned
duties, activities, and employment;

O Regardless of the source of funding, inventions produced in pursuit of a
scientific project or purpose at the direction and control of the University;

O Inventions whose ownership cannot be attributed to one or a discrete set
of researchers, despite the application of this Policy;

O Those that are stipulated by contract as commissioned works;

O Inventions developed or created in the course of, or pursuant to, a
scholarship sponsored by a third party under a separate agreement, a
sponsored research or other third party agreement, the patent of which
shall belong to the University; and

O Philippine government funded research and development, wherein the
patent belongs to the University pursuant to the Technology Transfer
Act of 20009.

Contractual Stipulation on Patents and Related Riyhisvithstanding Section

8.1 above, the ownership over any invention or patentable work may be

subject to agreement between the University and the Inventor.

License to Commercialide case of a University-owned patent and a license

granted to an inventor for the commercialization of the invention, the

License Agreement shall specify the University’s share of the royalties and

other benefits that may accrue from the commercialization of the patented

invention.

Exclusive license and assignment of patenitses when the invention is owned

by or licensed exclusively or permanently assigned to the inventor, the

University shall retain the right to a nonexclusive, nontransferable,

irrevocable, royalty-free, worldwide license on the invention for research,

educational and humanitarian purposes.

Contractual ObligatiorNo license shall be granted in violation of any prior

contractual obligation of the University.

Inventorshipinventorship of inventions arising from collaboration may be

sole, primary or joint, and shall be determined as follows:

O By contractual stipulation; or

O By determination of the extent of contribution to the inventive step.

Dispute ResolutioDisputes shall be resolved through alternative modes of

dispute resolution, such as mediation and arbitration, to be facilitated by a

body convened by the AIPO. Legal action shall only be pursued in the event

of a failure of any of these modes of dispute resolution pertaining to the

authorship of copyright of works.
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TRADEMARK

Trademarks and Service Matksidents, faculty, university staft, employees,
and other persons who have created Trademarks and/or Service Marks in the
course of regular university work or projects shall be afforded the opportunity
to register the marks and acquire rights thereto in accordance with the
provisions of the Intellectual Property Code. The University shall not require
as a condition for finishing a school project or assighment that the Trademark
be registered under the name of the University or any of its colleges or
affiliated entities.

This Policy shall not govern the use of, transactions, and all matters
pertaining to registered Ateneo marks. Said registered marks will be subject to
the "University Business Affairs Office - Policies and Procedures Manual:
Sponsorships, Licensing, and Business Partnerships" and other applicable
rules.

Dispute Resolutior Trademark-related disputes shall be resolved through
alternative modes of dispute resolution, such as mediation and arbitration, to
be facilitated by a body convened by the appropriate officers/division of the
AIPO. Legal action shall only be pursued in the event of a failure of any of

these modes of dispute resolution pertaining to the Trademark ownership.

UNDISCLOSED INFORMATION

Research Output, Thesis and Dissertafion general policy, any research
output, thesis, dissertation, and other course-related projects, should not
depend on Undisclosed Information that will compromise the completion of
their academic requirements.

Non-disclosure Agreemefs a policy, the dissemination of Undisclosed
Information should be subject to a Non-Disclosure Agreement (NDA) which
should include all parties involved in the work.

Review of Disclosureshe AIPO shall implement a system of review and
assessment of disclosure of research results in public forums or publications
from projects which are covered by NDA.

Material Transfer Agreemefithe rights, obligations and/or the restrictions of
all materials shared between Researchers of the University and external
entities shall be covered by a Material Transfer Agreement (MTA). This shall

include Prototypes, biological organisms, devices, and the like.

IMPLEMENTATION AND PROTECTION OF INTELLECTUAL
PROPERTY
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® The Ateneo Intellectual Property Office (AIPO) is the main office responsible

for the protection and commercialization of the University’s Intellectual

Property.
® Functions and DutieThe AIPO shall:

@)
@)

Resolve disputes arising out of, or in relation to, this Policy;

Oversee the protection of the University’s Intellectual Property, in
accordance with this Policy;

Determine the patentability of a work;

Supervise the disclosure of all works created and inventions conceived or
first reduced to practice by all Researchers;

Assist in the execution of agreements, affidavits, applications, complaints
and other documents relating to works and inventions necessary to
facilitate the filing of patents;

Register or deposit intellectual property with the IPO Philippines and/or
foreign Intellectual Property offices on behalf of the University;
Negotiate contracts related to the commercialization of Intellectual
Property owned or assigned to the University;

Monitor the status of royalty payments;

Review and settle disputes regarding the sharing and distribution of
royalties in a manner consistent with these policies and guidelines;
Review and recommend, upon consultation with the appropriate
personnel and units, appropriate policies for the University which can
strengthen science and technology research and development;

Provide assistance by giving information to parties who wish to
register/deposit their works/other intellectual property with the
appropriate bodies;

Advocate within the University for the protection of intellectual property;
Issue guidelines and implementing rules of the IP Policy;

Approve the licensing or assignment of intellectual property owned by
the University;

Recommend changes in this Policy;

Recommend the creation of other offices, when necessary under the
circumstances; and

Such other functions as may be necessary to carry out the objectives of
this Policy.

Providedthat pursuant to 3.3.1.9 Trademark of this Policy, all matters
pertaining to registered Ateneo marks shall not be handled by the AIPO,
but by the Office of the Vice President for Finance and Treasurer.

® Creation of AIPO Departments and DivisioRsr purposes of implementing

the provisions of this policy, the AIPO shall create its own departments,
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divisions, and/or units necessary for overseeing the protection of all the
University’s intellectual property and coordinating with other offices for all
activities in relation to their protection and commercialization, as well as
other functions that may be necessary to carry out the objectives of this IP
Policy.

® AIPO Issuances and Regulaticfike AIPO shall issue its own implementing
rules and regulations to fulfill its functions under this Policy. All guidelines
and implementing rules created pursuant to this Policy by AIPO and/or the
individual Schools shall be promulgated, attached herewith, and deemed
incorporated by reference into this Policy upon their effectivity.

® Dispute Resolutiorin the first instance, disputes in relation to this Policy shall
be resolved by the relevant AIPO division. A decision shall be made within a
reasonable time depending on the circumstances. Absent directly applicable
provisions in this Policy, the relevant provisions of law shall be applied
suppletorily.

® Appeals from Division Decisiofi3ecisions of any AIPO division shall be
appealable to the head of the AIPO within thirty (30) days from receipt by the
party of the division decision.

® Transition Periodn order to effectively implement this Policy, the AIPO is
authorized to retain all the fees, royalties and other income collected by it, for
the account of the University under this Policy for use in its operations,
subject to existing accounting and auditing rules and regulations of the
University. This amount shall be deposited and maintained in a separate
account or fund, which may be used or disbursed directly by its divisions,
subject to the approval of the head of the AIPO.

The University shall provide the annual budget for the AIPO’s operations in the

first (5) years or until its revenues become sufficient to fund its operations,

whichever comes first.

BREACHES

® Breach of PolicyBreach of the provisions of this Policy shall be dealt with
under the normal procedures of the University and in accordance with the
relevant provisions of law

® PenaltiesAny person found to have breached any of the provisions shall sufter
the following penalties:
O A period of ineligibility not exceeding five (5) years for research grants

from the University or any of its affiliated foundation;

O Automatic removal of research load credits and ineligibility to receive

these benefits for a period not to exceed five (5) years; and
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3.4.

o Ifapplicable, disqualification for any administrative position and
automatic removal from any University administrative position fora

period not exceeding five (5) years.

This is without prejudice to any other penalties that may arise from other
issuances of the AIPO, the Schools, or from the violation of national and local
government rules and regulations, university policies or guidelines, including the
Student Handbook.

EFFECTIVITY

e Effectivity This policy shall be effective fifteen (15) days from the date of first
publication on the web page of the Ateneo de Manila University System
and/or other forms of appropriate media accessible to all members of the
University, after final approval of the Board of Trustees of the University.
Other guidelines, issuances, and implementing rules issued pursuant to this
Policy shall contain provisions regarding their own effectivity.

® AmendmentsThe provisions of this policy may be reviewed and amended by
the University on a yearly basis, or as they deem necessary. The University
shall undertake to notify University employees and students as soon as is
practicable of such amendments. The amendments shall be in full force and
effect on the date the amendments have been announced by the University to
take effect, after final approval of the Board of Trustees.

® Non-Retroactive EffechAgreements entered into by the University and the
Researcher(s) prior to the effectivity date shall be governed by the agreement

and/or provisions of the Policy in effect at the time of the signing.

Scholarly Work Grants

(https://drive.google.com/fi]e/dﬂ]16azCPCiq]bmF7Jj 30By589BChjbL/view)

3.4.1. Conference Grant for Graduate Students

This is a competitive grant meant to support the scholarly work of
deserving graduate students of the Ateneo de Manila University
particularly in presenting their research in local or international

conferences.

3.4.1.1.  Amount of the Grant and Number of Grants per
School Year
A limited number of grants (based on the availability of

funds) of a maximum of $300.00 (for international
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3.4.1.2.

3.4.1.3.

3.4.1.4.

conferences) and  15,000.00 (for local conferences) will be

released per school year

Expected Output

Copy of the paper, conference presentation,
conference programme and/or conference
proceedings containing the abstract of the
presentation should be submitted to

research@ateneo.edu.

The paper presentation should clearly indicate
“Ateneo de Manila University” as the affiliation of the
faculty member.

Abstracts in the conference programme and
conference proceedings should clearly indicate
“Ateneo de Manila University” as the affiliation of the
faculty member.

The Ateneo logo should be prominently displayed in
the template for presentation or poster.

The grantee should acknowledge the funding support
of the Ateneo de Manila University in the

presentation.

Eligibility

Main author or presenter of an oral/paper presentation

A graduate student can avail of the subsidy once for

the entire duration of his/her graduate study in one

program.

Must have fulfilled the following conditions at the

time of application for the subsidy:

O Currently enrolled

O Has completed at least two thirds (2/3) of the
coursework and is preferably at the thesis stage

O Does not have conference presentation funding
from his/her scholarship or an existing research

grant

Application Requirements

The following are to be submitted:

Completed application form endorsed by the teacher
of the course/thesis adviser, program coordinator/
chair of the department and dean of the school

A short description of the conference

Abstract of the paper presentation
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® Notification of acceptance of abstract for paper or

poster

3.4.2. HE Research Assistant (RA) Scheme
The HE Research Assistant (RA) Scheme is meant to provide faculty

members with manpower support in the conduct of their scholarly
work through student research assistants. This grant also serves as an
opportunity for junior researchers to undergo training in a specific area
of research and/or creative work as part of their academic

requirements.

3.4.2.1.  Amount of the Grant and Number of Grants Per
School Year
® The grant will provide the student research assistant
with an assistantship that covers full tuition and fees
and a monthly allowance of 15,000.00 during the
academic term of the research assistant’s engagement.
® There are ten (10) grants available per school year.
3.4.2.2.  Timeframe
The period of appointment can be on a semestral basis up
to one year (renewable for another year.) By the end of
the appointment period, the proponent/faculty member is
expected to submit a letter of recommendation to the
OAVPRCWI for renewal/ termination of the contract of
the student research assistant.
3.4.2.3.  Eligibility for Student Research Assistant
® Currently enrolled graduate students
® Not a recipient of a government scholarship or any
other form of subsidy
® Research assistants must demonstrate capability to do
graduate level research.
3.4.3. The Rizal Library Open Access Journal
Publication Grant

In line with its mission to facilitate learning, the Rizal Library seeks to
encourage the publication of research produced by Ateneo de Manila
University faculty members, professionals, research staff and students in
Scopus open access journals by providing the Rizal Library Open
Access Journal Publication Grant that will enable payment for open

access article processing charges.
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3.4.4.

This Rizal Library Open Access Journal Publication Grant aims to

make it possible for users of the Rizal Library's print and digital

collections to directly make research by the Ateneo de Manila

University faculty members, professionals, research staft and students

accessible to the largest possible audience around the world — including

those without expensive databases in their libraries.

3.4.3.1.

3.4.3.2.

3.4.3.3.

Amount of the Grant
The grant can fund an open access fee up to US$1,500.00.
Eligibility
® Faculty members, professionals, research staff and
students of the Ateneo de Manila University may
apply on a competitive basis in order to publish their
research in high impact, Scopus open access journals.
® Priority will be given to those with no other possible
sources of funding other than the Rizal Library Open
Access Journal Publication Grant.
Application Procedures
® The author(s) must lodge their application with the
Oftice of the Assistant Vice President for Research and
Creative Work and Innovation (OAVPRCW!I) and
provide the following requirements:
O the title and abstract of the paper
O evidence of acceptance of the paper in the Scopus
journal
O proof of publication charges from the
editor/publisher of the journal endorsement by the
unit head and dean of the school with which the
applicant is affiliated.

For further details on the application process and deadline for the

scholarly work grants, please refer to the Scholarly Work Manual for

Graduate Students.

Scholarly Work Awards

3.4.4.1.

John Gokongwei School of Management (JGSOM)
Outstanding Graduate Research Awards

The JGSOM Outstanding Graduate Research Awards
recognize the research work done by Master’s and
Doctoral students in the John Gokongwei School of
Management.

Scope of the Awards
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3.4.4.2.

3.4.4.3.

3.4.4.4.

® Outstanding Masteral Thesis Award
® Outstanding Doctoral Dissertation Award.
Description of Award
Winning works shall be given due recognition in public,
a certification of Outstanding Research Award, and
monetary incentives.
Manny Dy Outstanding Thesis and Ramon Reyes
Outstanding Dissertation Awards of the School of
Humanities
Manny Dy Outstanding Thesis and Ramon Reyes
Outstanding Dissertation Awards seek to recognize
research undertaken by graduate students in the School of
Humanities.
School of Science and Engineering (SOSE) Awards
for Outstanding Student Research and Innovation
The SOSE Awards for Outstanding Student Research and
Innovation in Science and Technology seek to recognize
research and innovative work undertaken by Ateneo de
Manila University students in the areas of science &
technology.
Scope of the Awards
Categories
® Basic Research

O Undergraduate level

O Graduate level
® Innovation

O Undergraduate level

O Graduate level
Description of the award
A certificate and cash prize will be given to the First Prize
and Second Prize winners of each category in an
awarding ceremony organized by the School.
School of Social Sciences (SOSS) Outstanding
Graduate Research Awards
The SoSS Outstanding Graduate Research Awards seek to
recognize research undertaken by graduate students in the
School of Social Sciences. The work may be part of the
student’s graduate thesis or dissertation, or a graduate
research paper.

Scope of the Awards
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3.5.

® Best MA Paper

® Best PhD Paper

Description of the Award

A certificate of recognition and monetary award will be

given at the end of the Graduate Research Colloquium.

For more information on the criteria for the scholarly awards,

requirements and eligibility, please refer to the Scholarly Work Manual
for Graduate Students.

Areté’s Sandbox Residency Program

Areté supports collaborations that involve research, incorporate artistic processes
and interventions, and engage communities outside the academic and artistic

worlds.

Through the Sandbox Residency Program, Areté offers groups of academics,
artists, professionals, and students the financial resources and physical space to
interact, exchange ideas, and work on projects that marry their interests towards a

common goal.

For more information, visit https://arete.ateneo.edu/programs.
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Part 4: Student Life




Section 1: Magna Carta of Graduate Students’ Rights*
Introduction

As a locus of critical and systematic search for the truth, the Ateneo de Manila upholds the rights
of all students as one of its foundational principles.

The right of students to proactively participate in their education to ensure its high quality and
standard is recognized. Their right to be involved in the shaping of school policies and their right
to organize according to their directions and goasaated, that they may be formed in

creative and responsible leadership. Their fundamental constitutional rights are respected that
they, too, may respect the rights of others, and become men and women with a sensitive social
conscienteruly a leaven inhe renewal of society.

True to its nature as a university and faithful to its Filipino, Catholic, and Jesuit tradition of
service and excell ence, the Ateneo de Manil a
Rights.

Article I. Guiding Principles
Section 1The provisions of the Magna Carta of Graduate Students’ Rights shall be
interpreted in light of the University’s Mission Statement. Its meaning shall also be
interpreted in a spirit of dialogue between and among the various sectors of the school,

acting as one community and sharing the same mission.

Section 2The provisions of the Magna Carta of Graduate Students’ Rights shall consider
the context of students’ responsibilities found in various University documents. The

students shall exercise their rights responsibly and with due regard for the rights of others

Article II. Definitions
Section 1. Definition of Terms
The following terms used in this Magna Carta shall have their respective meanings set
torth herein:
a. Graduate Student shall refer to anyone admitted and enrolled to any graduate
program of the Ateneo de Manila University.
b. University shall refer to the Ateneo de Manila University, including all its units,
schools, departments, offices and centers.
c. OAVP-GradEd shall refer to the Office of the Assistant Vice President for

Graduate Education

26Approved by the School Council on May 3, 2019.
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d. CHED shall refer to the Commission on Higher Education.
e. CGSC shall refer to the Committee on Graduate Student Concerns.
Republic Act 10173 or the Data Privacy Act of 2012 (DPA) shall refer to the
existing policy and its future amendments of the Republic of the Philippines,
which aims to protect the fundamental human right of privacy of communication
while ensuring free flow of information to promote innovation and growth.

g. Graduate Student Handbook shall refer to the most recent version of the
Handbook published by the OAVP-GradEd.

h. Grave Reason shall refer to situations wherein the physical, mental, or emotional
well-being of a student is at risk and, in consequence, make it difficult for the
student to fulfill a requirement. It also includes but is not limited to family and
other emergencies.

i.  Official public information shall refer to the announcements, guidelines, memos,
policies, and all other information disseminated by the University.

j.  Personal data shall refer to all types of personal information. It is the collective
term used to mean personal information, sensitive personal information, and
privileged information.

k. Personal information shall refer to any information, on its own or when
combined with other information, from which the identity of an individual is
apparent or can be reasonably and directly ascertained.

I Privileged Information shall refer to any and all forms of data, which under the
Rules of Court and other pertinent laws constitute privileged communication.

m. School records shall refer to any document collected by the University from an
individual in their capacity as a student.

n. Sensitive personal information shall refer to personal information:

i.  about an individual’s race, ethnic origin, marital status, age, color, and
religious, philosophical or political affiliations;

ii.  about an individual’s health, education, genetic or sexual life of a person,
or to any proceeding for any offense committed or alleged to have been
committed by such person, the disposal of such proceedings, or the
sentence of any court in such proceedings;

iii.  issued by government agencies peculiar to an individual which includes,
but not limited to, social security numbers, previous or current health
records, licenses or its denials, suspension or revocation, and tax returns;
and

iv.  specifically established by an executive order or an act of Congress to be

kept classified.

Article ITI. Academic Rights
Section 1. Academic Freedom
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The students’ academic freedom shall include, but not be limited to, the following rights:

a. To choose their field of study from among the existing curricula, given the
specific conditions and requirements for acceptance in a certain field;

b. To conduct research that is in line with the University Research Agenda, and to
freely discuss and publish their findings and recommendations, provided that they
follow the research ethics guidelines and the academic integrity principles of the
Ateneo de Manila University;

c. To express their opinion inside and outside the classroom in a manner acceptable
to the academic community; and

d. To raise grievances concerning teachers, grades, class policies, and other
academic-related matters, provided that they follow the procedures stated in the

Students’ Handbook and the Faculty and Administrative Manuals.

Section 2. Academic Procedures
a. Student Handbook

i.  The Graduate Student Handbook shall be made accessible to all students

upon admission into the Ateneo de Manila University.
b. Academic Advisement

i.  Students shall have the right to access complete information on their
individual program of study (IPS). They are encouraged to keep updated
records of their academic records and their academic curriculum.

ii.  All graduate programs shall have a designated faculty member who shall
meet with the graduate students for advisement and ensure that the course
offerings of the department match the students’ needs, and to the extent
possible, their research interests.

c. Class Schedules

i.  Classes should follow the schedule issued by the Office of the University

Registrar. Should there be any change of schedule initiated by the teacher,
the official approval of the Office of the University Registrar must be
secured. If the change is initiated after the deadline for submission of load
revision forms, the official approval of the Office of the University
Registrar and the consent of the class must be secured without undue
prejudice to the rights of the individual students.

ii.  Within the prescribed time, students may effect changes in their
prescribed load according to their departmental requirements.

iii.  Students shall not be obliged to attend academic activities during
university-mandated and/or national holidays.

d. Course Syllabus
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1.

Students shall be provided with a printed or online copy of the course
syllabus at the beginning of every semester. The syllabus shall contain the
following:

1. course description;

2. course outline;

3. course policies;

4. course requirements;

5. grading system; and

6. teacher’s consultation hours and contact details

e. Academic Evaluation

Students shall have the right to be graded according to their merits.

.

ii.

iil.

At the start of the semester, students shall have the right to know how
they shall be evaluated in their course.

Should the teacher initiate any changes in the course requirements stated
in the syllabus, the approval of the Department Chair and the consent of
the class must be secured without undue prejudice to the rights of the
individual students.

Absences shall not be taken against the grades of the students unless they

have gone over the prescribed number of allowable cuts.

f. Class Performance

Students shall have the right to know their class performance record during the

semester.

1.

il.

1il.

They shall have the right to see their graded quizzes, exams, projects,
among other course requirements, before final examinations.

They shall have the right to an explanation concerning the bases of their
grades for their course requirements, especially essays, oral exams, and
group works.

In the case of group works, students shall have the right to be provided a
system of marking by the teacher that ensures fair grading of the

individual members of the group.

g. Major Requirements

1.

ii.

1il.

Major Exams Students shall be informed of the date and coverage at least
one (1) week in advance for long examinations, and at least two (2) weeks
in advance for midterms and/or finals.

Other Major Requirement&udents shall be informed of major papers and
projects, including a timetable for submission, within the first three (3)
weeks of the semester.

Subject to the determination and approval by the OAVP-GradEd and
provided that the students are able to present relevant supporting

documents, students shall have the right to do make-up work in the event
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1v.

that they cannot accomplish major requirements because of a grave reason
or because they are representing the school in an official capacity (e.g.,
student seminars, cultural performances, debates, athletic competition,
etc.).

Comprehensive Exansudents shall have the right to receive oral or
written feedback on their comprehensive exam performance upon request
after the scheduled release of grades.

Oral Defense, Culminating Project, Thesis/Dissertation and other Major
RequirementStudents shall have the right to receive oral or written
feedback of their performance in an oral defense, culminating project,
thesis/dissertation, and other major requirements after due evaluation by

the panelists and/or the adviser of the student.

h. Thesis and Dissertation

1.

Students shall be provided a copy of the rules and procedures of the
thesis/dissertation writing from the Department and the OAVP-GraEd.

i.  Final Examination

1.

All students shall have the right to take their final examinations upon the
completion of their course requirements. In cases where the students
cannot comply with such requirements, they can discuss necessary

arrangements with their respective departments.

j.  Final Grades

1.

ii.

1il.

Students shall have the right to know their final grades at the date
announced by the Office of the University Registrar.

Students shall have the right to appeal their final grades within the
prescribed period for appeals for change of grade.

Students shall have the right to see their papers and the computation of
their final grades after the distribution of corrected final marks within the

prescribed period for appeals for change of grade.

k. Consultation

1.

Students shall have the right to consult with their teachers. The teachers
should inform the students of their consultation hours within the first week

of classes.

Section 3. Security of Tenure

Students shall have the right to complete their program of study within the prescribed
time limits of the Ateneo de Manila University, except in cases of academic deficiency
according to the most recent Graduate Student Handbook; violation of disciplinary
regulations; failure to settle tuition and fees, and other obligations; sickness or disease that
would prevent the student from handling the normal pressures of school work or the

student’s continued presence in school will be deleterious to other members of the
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academic community; closure of a program or closure of the institution itself; or other

grounds as may be provided by law, or the policies and rules of CHED or the University.

Section 4. Evaluation of Teachers

Students shall have the right to excellent education through competent and committed
teachers, evident in the teachers’ regular presence and punctuality in classes, their
expertise in their field, the quality of their course content, and their teaching competence
and effectiveness. The students shall have the right to make a written evaluation of the

performance of their teachers toward the end of the semester.

Section 5. Course Evaluation and Curriculum Development
a. Students shall have the right to evaluate their program of study and their courses.
Students shall have the right to propose the creation and deletion of courses.
c. Students shall have the right to participate in the progressive updating of the

curriculum through their official graduate student representatives.

Section 6. Faculty Hiring Procedures
All departments are encouraged to have teaching demonstrations in the hiring of the new

faculty, where students shall have the right to participate and give feedback.

Section 7. School Facilities
The students shall have the right to adequate academic facilities. It is the responsibility of
the school administration to provide the students with adequate classrooms, library

facilities and services, laboratories, sports facilities, and on-campus housing.

Section 8. Intellectual Property Rights
All student intellectual property rights are in accordance with the University Intellectual
Property Policy.
a. Students shall own all Intellectual Property and associated IP Rights they create in
the normal course of their studies, unless created in the course of, or pursuant to:
i.  astudentship sponsored by a third party under a separate agreement;
ii.  sponsored research; or
iii.  other agreement/s with a third party.
b. Students shall own all rights in Copyrighted Works of their creation unless these
are
i.  specifically commissioned by the University;
ii.  produced through significant use of University Resources when such use
is not covered by tuition fees and/or scholarship grants;
iii.  developed pursuant to a sponsored research or other third-party

agreement;
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iv.  Philippine government-funded works produced through research and
development using government-owned instrumentality and government-
controlled appropriations; or

v.  works whose authorship cannot be assigned despite the application of the
Ateneo de Manila University Intellectual Property policies, such as works
1. attributed to a discrete number of authors; or
2. resulting from simultaneous or sequential contributions over time by

multiple authors whose authorship cannot be attributed to one or a
discrete number of authors.
c. Student inventors shall own all patents of their inventions unless these are:
i.  supported significantly by the University funds or other University
Resources;
ii.  produced in pursuit of a scientific project or purpose at the direction and

control of the University;

iii.  inventions whose ownership cannot be attributed to one or a discrete set
of researchers;

iv.  stipulated by contract as commissioned works;

v.  inventions developed or created in the course of, or pursuant to, a

scholarship sponsored by a third party under a separate agreement, a
sponsored research or other third party agreement, the patent of which
shall belong to the University; and Philippine government-funded
research and development, wherein the patent belongs to the University
pursuant to the Technology Transfer Act of 2009.

d. Students who have created Trademarks and/or Service Marks in the course of
regular university work or projects shall be afforded the opportunity to register
the marks and acquire rights thereto in accordance with the provisions of the
University’s Intellectual Property Code. The University shall not require as a
condition for finishing a school project or assignment that the Trademark be
registered under the name of the University or any of its colleges or affiliated
entities.

e. Student employees of the University shall enjoy all rights in the Intellectual
Property they create unless they are:

i.  produced in the course of the duties and activities of their employment; or
ii.  produced through significant use of the University Resources even if

created outside the course of their duties, activities, and employment.

Article IV. Right to Protection of Personal Data
Section 1. Right to Information Regarding t he
Except in certain instances recognized by law, students have a right to be informed

whether their personal data shall be, are being, or have been processed by the University.
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They must be notified of the following details before their personal data are entered into
the processing system of the University, or at the next practical opportunity:

a. description of their personal data

o

purposes for which such data are being or will be processed

basis of processing such data

e o

scope and method of the processing
recipients of the personal data or classes thereof
methods for automated access, when allowed, and the extent of such access

storage period of the data

g ™o

existence of their rights under the Data Privacy Act of 2012

Section 2. Right to Access
Students have the right to demand reasonable access to the following details regarding
the processing of their personal data:

a. their personal data that were obtained from other sources

S

other sources of their personal data

names and contact details of the recipients of their personal data

o o

manner by which their personal data were processed
reasons for the disclosure of their personal data to recipients, if applicable
information on the automated decision-making process being used, if any

date when their personal data were last accessed and modified, if applicable

s e

name, designation, and contact details of the University.

Section 3. Right to Rectification

Students have the right to dispute and seek the rectification of inaccuracies or errors in
their personal data. Recipients or third parties who had received their erroneous personal
data shall be informed of the inaccuracies and/or changes upon request of the concerned

students.

Section 4. Right to Object
Students have the right to object to the processing of their personal data in accordance
with the provisions of the Data Privacy Act of 2012. If they object or withhold consent,
the processing of their personal data must stop, unless:

a. their personal data is being processed pursuant to a subpoena

b. their personal data is being processed for obvious purposes; or

c. their personal data is being processed as a legal obligation.

Section 5. Right to Erasure and Blocking
Students have the right to suspend or withdraw their consent, or order the blocking,
removal, or destruction of their personal data from the University’s filing system, upon

discovery of any of the following, supported by substantial proof:
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a. personal data is incomplete, outdated, false, or unlawfully obtained

b. personal data is being used for unauthorized purposes

c. personal data is no longer necessary for the purposes for which it was collected
d. consent has been withdrawn or an objection to the processing has been raised,

and there is no other legal ground or overriding legitimate interest for the
processing
e. personal data concerns private information that is prejudicial to them, unless
justified by freedom of speech, of expression, or of the press, or other authorized
grounds
f. processing of personal data is unlawful
g. the University or any of its service providers has violated their rights
Section 6. Right to Data Portability
Students have the right to obtain a copy of their personal data if these are being stored or

otherwise processed by the University in a commonly used electronic format.

Section 7. Right to File a Complaint

Students have the right to file a complaint and be indemnified for any injury or damages
sustained resulting from the University’s use of their inaccurate, incomplete, outdated, or
false data, or if their personal data were unlawfully obtained or used without

authorization

Article V. Right to Privacy
Section 1. Right to Privacy of Communication
The student’s rights to privacy of communication and correspondence shall be upheld,
except in situations where any form of private communication and correspondence

violates the class policies stated in the course syllabus (e.g., cheating).

Section 2. Right Against Unreasonable Searches and Seizures

Students shall be free from any form of unreasonable search and seizure as defined by law.

Article VI. Access to Information
Section 1. Access to Official Public Information
Students shall have access to all official public information on matters directly affecting
their individual and/or collective welfare, subject to data privacy and confidentiality
restrictions as may be provided by law, or the policies and rules of CHED or the
University.

Section 2. Access to School Records and Other Vital Documents

a. Students shall have access to their own school records, subject to the provisions
under Chapter IV “Rights of the Data Subject” of the DPA, and provided that
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they have settled all requirements and obligations to the school. Such records shall
otherwise be kept confidential by the school administration.

Students shall have the right to be issued official certificates, diplomas, transcript
of records, grades, and transfer credentials within thirty (30) days from the filing
of request and the accomplishment of all pertinent requirements. Documents
concerning the students’ admission into the Ateneo de Manila University are

excluded.

Section 3. Access to Information on Tuition and Other School Fees

a.

Students shall have the right to be informed of tuition fees and special fees,
including the breakdown of the fees and the deadlines for payments.

Students shall have the right to be informed of the periods when refunds can be
claimed for fees such as laboratory breakage fees. The responsible school
authorities shall mount a reasonable number of prominent notices in the most
frequented locations within the school campus and disseminate the information
through online means to inform the students of such periods. The students must

be notified at least one (1) week before the refunds are given.

Article VII. Freedom of Expression and Association

Section 1. Right Against Prior Restraint

a.

Students shall have the right to express their views and opinions freely in a
manner acceptable to the community including the right to assembly through

any medium.

Opposition to school policies which are detrimental to the students’ interests shall
never be grounds for denying or withdrawing scholarship grants and privileges of
deserving students, provided that such opposition is expressed in a manner

consistent with the policies and rules of the University.

Section 2. Right to Peaceably Assemble

a.

Students shall have the right to peaceably assemble and petition school authorities
and/or government authorities to act upon the students’ grievances.

Military elements, policemen in uniform or in plain clothes, and school security
forces shall not interfere with legitimate student activities, such as peaceful mass

actions inside and outside the premises of the school campus.

Section 3. Right to Religious Formation and Practice

a.

Students shall have the right to proper religious formation. As a Catholic
university, the school administration is responsible for providing students with

adequate Catholic religious services and facilities.
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b. Students shall have the right to practice their respective religions, or lack thereof,
as long as they do not impede the practice of other faiths and beliefs, and they do

not transgress the University’s Vision and Mission.

Section 4. Right to Dress

a. Students shall have the right to dress according to their individual tastes while
keeping within the academic context and rules of the University.

b. Asa Jesuit and Catholic university, the Ateneo de Manila University urges the
students to promote a simple, value-oriented, and spirit-inspired lifestyle.
Students are encouraged to dress simply, appropriately, and decently.

c. Administrators and faculty members, acting individually or in groups, either as a
Department or as a School, may specify the appropriate dress code in designated

classrooms or other areas and for specific events or occasions.

Section 5. Committee on Graduate Students Concerns (CGSC)
The school shall recognize and support the existence of the CGSC--the one body which
shall be the official representative of the graduate student body and which shall be
recognized by the Ateneo de Manila University.

a. The appointed CGSC members shall elect the officers among themselves.

b. The CGSC shall have the right to determine its own policies and programs.

Section 6. Security of Tenure of Student Leaders

a. Each Department with a graduate program shall have an assigned graduate
student representative in the CGSC. At the beginning of every school year, the
graduate student representatives shall either be elected by the graduate students
within the same Department or appointed by the Chair of the Department. The
official graduate student representative shall be announced through a
memorandum released by the Chairperson of the respective Department.

b. Student leaders shall be assured of security of tenure in their positions for the
duration of their term, unless they are removed due to academic cases,
disciplinary cases, or impeachment.

c. In cases where a graduate student representative is removed due to valid reasons,

the concerned Department shall appoint another student to fill the position.

Article VIIL Right to Participate in Policy-Making
Section 1. Representation in the School Council and Committees
Students shall be represented in the following councils and committees of the Ateneo de
Manila University:
a. School Council (1 representative)

b. School Forum (1 representative)
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Administrative Council (1 representative)

o o

Standards Committee (1 representative)
Curriculum Committee (1 representative)
Discipline Committee (1 representative)

Graduate Programs Committee (1 representative)

=0 ™o

Scholarly Work Committee (1 representative)

Rizal Library Board (1 representative)

—

j.  Budget Committee (2 representatives)

The CGSC shall appoint the representatives for the respective councils and committees.
Such representatives shall have voting and deliberating rights. If a committee is dissolved
or if the number of students in the committee is increased, the Magna Carta shall be

amended accordingly.

Section 2. On the Matter of Tuition and School Fees

a. The students shall have the right to be consulted on any proposed increase or
creation of school fees as well as their justification. The Budget Committee is
responsible for disseminating adequate information regarding tuition and school
fees, including the breakdown and justification of the fees. Any necessary
adjustments and objections shall be discussed in regular consultative meetings
with the students, which shall be properly documented and circulated.

b. The Budget Committee shall act on a proposal to adjust tuition fees only after
students have been consulted at least thirty (30) days before the start of the
academic year when the adjustments shall take effect.

c. Injustifying any tuition adjustments before the Budget Committee, the School
Administration shall be required to present the pertinent financial statements for
the last five (5) years immediately preceding the proposal for such adjustments.

d. The school administration shall not impose involuntary contributions from the
students in any form whatsoever, including monetary transactions that are made
part of an academic requirement.

e. The designated members of the CGSC shall be the official representatives of the

graduate students on matters regarding budget deliberation and hearings.
Section 3. Students+v I nitiative
School Administration is required to orally present the pertinent financial statements for

the last five (5) years immediately preceding the proposal for such adjustments.

Students shall have the right to initiate the formulation, modification, and rejection of a

school policy affecting students by making proper representation to official school bodies.
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Section 4. Right to Request for Consultation
Beyond the student representation in the different committees, students shall have the
right to request to be consulted before any proposed school policy affecting them is

approved and implemented.

Article IX. Right to Security
Section 1. Right to Liberty and Security of Person
Students have the right to liberty and security of person. They shall not be subjected to
acts without their consent or against their will. They shall not be deprived of their

freedom except in cases, and in accordance with procedure, prescribed by law.

Section 2. Rights Against Harassment
Students shall have the right to be free from harassment, including verbal, physical, and
sexual
harassment.
a. The students shall have the right to be protected from libelous and slanderous
statements.
b. In cases involving sexual harassment, the complainant shall have the right to file a

complaint in accordance with the University Anti-Sexual Harassment Policy.

Section 3. Rights Against the Militarization of the School Campus
The pursuit of academic excellence and exercise of academic freedom can only be
attained in an atmosphere free from fear and unreasonable restraint. Pursuant to this, no
military or personal
security detail, both private and government, shall be installed or maintained in the
school campus, except in the case of:

a. aschool function, where the officially invited guest(s) of the University require(s)

additional security while on campus; or
b. national or local emergencies, such as war, natural calamities, or if the prevailing

situation so requires.

Article X. Right to Due Process in Disciplinary Proceedings
Section 1. Right to Due Process

a. Students shall have the right to be informed of the charges against them, to
defend themselves, and to be given an impartial decision in disciplinary
proceedings.

b. Any or all information pertaining to student disciplinary proceedings are
considered sensitive personal information and shall be treated with utmost
confidentiality. They shall only be processed in a manner consistent with the

DPA and other applicable laws and University policies.
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C.

Penalties of suspension, exclusion, or expulsion shall not be meted out unless the
following rights have been observed and accorded to the student:
i.  The right to be presumed innocent until proven otherwise;

ii.  The right to be informed in writing of the charge(s);

iii.  The right to full access to the evidence in the case;

iv.  The right to defend oneself and to be defended by a representative or
counsel of one’s choice. (The counsel may be a faculty member, a
counselor, or a fellow student.) Adequate time as prescribed by the
Discipline Committee shall be given for the preparation of the defense;
and

v.  The right to have their family member witness the presentation of their

defense during the hearing conducted by the Discipline Committee.

Section 2. Right to Disciplinary Proceedings

a.

To safeguard the right of students against arbitrary enforcement of rules, the
Office of Student Services shall consult the members of the Discipline Committee
to determine the nature of all reported cases without precedent.

In cases which may merit suspension, exclusion, or expulsion, the Discipline
Committee is convened for final proceedings.

All decisions in any disciplinary proceeding of the student involved must be
rendered on the basis of relevant and substantial evidence.

The gravity of disciplinary sanctions must be proportionate to the seriousness of
the violation proven to be committed.

The Discipline Committee and the Office of Student Services shall post notices
when necessary of acts which are deemed violations of school rules and the
corresponding disciplinary sanctions, provided that such rules and sanctions do

not violate the rights guaranteed herein and under the Constitution.

Article XI. General Provisions

Section 1. Right to Human Dignity

Students shall have the right to an enabling environment and to be treated with courtesy

and respect regardless of their sex, gender, sexuality, ethnicity and religion. They shall be

free from any form of discrimination, violence, and any action that will threaten their

dignity and integrity.”’

Section 2. Right Against Enactment of ex post facto policy

No policy shall be enforced ex post facto or retroactively unless allowed by law.

27 These rights shall be promoted in accordance with the Policy Statement of the Loyola Schools on

Building a Gender Inclusive, Gender Responsive, and Gender Safe Community.
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Section 3. Right to File an Appeal
Students shall have the right to file an appeal on any policy and decision of the school, in

accordance with existing structures, rules, and procedures.

Article XII. Final Provisions
Section 1. Rules and Regulations
The Graduate Programs Committee, the Committee on Graduate Students Concerns, the
School Administration, faculty, and staff shall uphold the provisions of this Magna Carta

when it promulgates and publishes its rules and regulations.

Section 2. Separability Clause

If any provision of this Magna Carta is declared invalid, the remainder thereof is not

affected.

Section 3. Effectivity
The provisions of this Magna Carta shall take effect in the regular semester after its

approval.

Section 4. Amendments and Revisions

The Magna Carta can be amended two school years after the semester in which it has
taken effect, unless justifiable causes warrant amending it outside the prescribed time
frame. Any sector of the Ateneo de Manila University, through its official representatives,
may propose amendments through the School Forum, and these shall be approved in the

School Council.
Section 5. Final Interpreter of Provisions

The School Council, as the highest policy-making body of the Ateneo de Manila
University, shall be the final interpreter of the Magna Carta.
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Section 2: Scholarships and Financial Aid
https://www.ateneo.edu/ls/graduate/scholarships-financial-aid

Introduction

Graduate education is a stage where leaders are prepared to take on the role as innovators and
change agents in their own organizations and communities. As such, graduate students, through
their enhanced intellectual and research capacities, are expected to contribute not only to

knowledge production but more importantly to the advancement of policy and practice.

Aims of Graduate Education in the Ateneo de Manila University

The Ateneo de Manila University, through its Graduate Programs, seeks to further the purposes
and aims of the University by providing its students a high degree of competence in research and
professional practice. It responds to the university’s commitment to the education of the whole
person by providing a broad range of degree programs that are grounded in theory, informed by

practice, global in perspective, and rooted in and culturally sensitive to local needs and realities.

Goals of Scholarship for Graduate Students
Ateneo de Manila University offer various scholarship and financial aid opportunities to:
® make its graduate education more inclusive and accessible to those who are intellectually
capable but financially constrained; and

® support current graduate students in the various stages of their studies.

Through these various scholarships, the Ateneo de Manila University hopes to increase diversity
among its graduate student population by decreasing the barrier to access and supporting talents
during their course of study in robust ways. It stands firm in its commitment to support
educators, scientists, researchers, professionals, creative artists, writers, and others who will
ultimately contribute significantly to the development of Philippine society and the Asia Pacific

Region.

2.1 Higher Education Scholarships

0 Scholarship for Doctoral Students

The Doctoral Scholarship was established in 2019 to support the
university’s mission to make its excellent research facilities and
outstanding research mentoring program more accessible to financially

challenged scholars.
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O«

O«

O«

This scholarship covers tuition and fees including Dissertation Writing
and Oral Defense Fees. Approved scholars will also receive P30,000

monthly allowance for the duration of the scholarship.

DepEd -Ateneo Scholarships

Every year, Ateneo awards a limited number of full tuition scholarships to
deserving public school teachers studying at the master’s level who are

pursuing any degree that enhances their teaching competencies.

Graduate and Teaching Assistantships

The Graduate and Teaching Assistantships was established in the 1990s to
provide financial assistance to graduate students as well as support to
departments and faculty. This scholarship is a full academic scholarship
that is granted to currently enrolled graduate students with a minimum
academic load of 3 units in a given academic term in a school year. Only
students enrolled within the residency period and with satisfactory
academic performance may qualify. Approved scholars will be granted full

tuition and other fees and monthly living allowance.

The GA/TA assists a department or research center in carrying out the
department’s academic-related tasks and activities.
O Teaching Assistant — assists in the department’s undergraduate
teaching assighments
O  Graduate Assistant — assists in department- or center-initiated
research work or projects or in the department’s academic-related
activities such as conferences, workshops, lectures, and seminars.
They may also assist the Dean’s Office in the handling of

interdisciplinary basic education activities.

Fifty -Percent (50%) Tuition Scholarship for
Teachers and Academicians

The 50% Tuition Scholarship was established in 1986 for teachers and
academicians. This scholarship is designed to carry out the presentation
thrust of the university toward the development of effective teacher-
training programs. The Ateneo de Manila seeks to strengthen the nation's
educational system by investing much faculty time and university
resources on the development of teachers and leaders in the Philippines'

education system.

The 50% tuition scholarship is open to new and current master’s and

doctoral graduate students who are administrators, teachers, and
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academicians in government-recognized Philippine schools (public and
private), as well as staff and professionals of the Philippine Department of
Education (DepEd) and Commission on Higher Education (CHED). This
scholarship covers 50% of tuition fee only for coursework enrollment.
Students are asked to pay the other fees in full. The scholarship is good
only for the current semester of enrollment. Students have to apply and

submit new certificates of employment for the succeeding semesters.

O«

Tuition (20%) Scholarship for Persons with

Disabilities

The 20% Tuition Scholarship for Persons with Disabilities was established
in 2022 to provide tuition assistance to qualified graduate students with
disabilities. There are four slots per school or a maximum of 20 slots
available per semester. Application will be evaluated based on need and
approval will be valid for one semester. The student will have to apply

again, if needed, for the succeeding semesters.

O«

Fifty Percent (50%) TDCP Scholarships

A number of tuition scholarships are available to graduate students who
are in the thesis/dissertation/capstone project writing stage. The
Department Chair/Program Director nominates and recommends the
student for the scholarship. Priority is given to students who have not

enjoyed any form of scholarship.

O«

Dormitory Scholarship

The Dormitory Scholarship was established in 2019 to support graduate
students living outside of Metro Manila in finding temporary living

facilities while studying at the Ateneo de Manila.

Graduate students who will be granted the scholarship will be provided a
subsidy for dormitory/housing fees for one semester. Students may re-
apply again in the succeeding semesters depending on the availability of

slots.

3.1 School and Department-Based Scholarships
® The Gokongwei Brothers School of Education and Learning Design
offers scholarships to qualified doctoral students under the Rosario Bustos
Atencio Scholarship and Vicente Tiu Lim Scholarship for School Teachers.
These scholarships offer up to 100% tuition and fee coverage for GBSEALD
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doctoral programs. For more information, please send an email to

gbseald@ateneo.edu.
The Department of Curriculum, Pedagogy and Assessment offers
scholarships to two qualified master’s students under the Fr. James O’Donnell,

SJ Scholarship Fund. The scholarship offers fifty percent tuition and 100%

fees. For more information, please send an email to cpa.gbseald@ateneo.edu.
The Department of English grants full or partial scholarships to qualified
students under the Robert Southwell, S.J. Scholarships. This scholarship is
renewable every semester. For more information, please send an email to
english.soh@ateneo.edu.

The Japanese Studies Program grants qualified students full or partial
scholarships that are funded by the Japan Foundation. For more information,

please send an email to japanese.soss@ateneo.edu.

The Bu Eagle Doctoral Fellowship is a program supported by the Psychology
Development Fund and other donors in honor of Fr Jaime C. Bulatao, SJ
(“Father Bu”), founder of the Ateneo Department of Psychology and a
pioneer of Psychology in the Philippines.

The Bu Eagle Doctoral Fellowship seeks to form academic leaders who will
establish or strengthen the Psychology Departments in their college or
university outside Metro Manila. The full fellowship covers full tuition and
fees including dissertation writing and oral defense fees. Fellows will also
receive PhP 30,000 monthly allowance for the duration of study.

O The Fellowship may also support a student’s dissertation fees and
research expenses (instead of full tuition and allowance for the
duration of the program). In this case, the subsidized amount would
depend on the projected budget and expenses of the student, which
would be submitted to the screening committee of the Department
tor evaluation.

O After obtaining the degree, the applicant is expected to be employed
in a Philippine higher education institution outside Metro Manila for
one (1) year for every year of fellowship support.

O This is a competitive fellowship and a specific number of Fellows will
be awarded in a school year depending on the Fellows’ stage of
graduate study. For more information, please send an email to
psychology.soss@ateneo.edu.

The Department of Theology - Formation Institute for Religion Educators
(Theology-FIRE) grants full or partial scholarships for the MA/M Major in
Religious Education. For more information, please send an email to

fire@ateneo.edu.
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® The Research Grant on Women and Gender supports research with a vision
of building gender-inclusive, gender-responsive, and gender-safe
communities. The grant prioritizes transformative research on women and
gender. This is a gender-inclusive grant that is open to all HE graduate
students enrolled in Higher Education programs of Ateneo de Manila
University with approved Thesis/Dissertation/Capstone research topics on
women and gender (i.e. Master's or Doctoral Candidates). This grant may be
combined with other scholarship or grants. For more information, email

genderdev@ateneo.edu.

4.1 External Scholarships & Financial Aid Programs
0 AUN Disability and Public Policy Network (AUN -
DPPnet) Postgraduate Scholarship

The AUN-Disability and Public Policy Network (AUN-DPPnet) is the
12th thematic of ASEAN University Network (AUN) based in the
University of Malaya, Kuala Lumpur. AUN-DPPnet aspires to support
postgraduate education for disabled people across ASEAN to advocate
disability policies in their own country. The University of Malaya AUN-
DPPnet is supported financially by The Nippon Foundation of Japan.

Disabled applicants with outstanding academic accomplishment from
ASEAN countries are invited to apply for this scholarship to further their
postgraduate studies (by coursework) in public policy or any field related
at selected institutions within the ASEAN University Network.

For further information, please refer to https://www.aunsec.org/discover-

aun/thematic-networks/aun-dppnet.

0 Scholarship for the Armed Forces of the

Philippines

This scholarship program was established in 2005 to provide support to
officers of the Armed Forces of the Philippines with the rank of captain.
Applicants have to be recommended by the Armed Forces of the
Philippines and the Sapientes Milites Scholarship Foundation, Inc. and

must qualify for admission in Ateneo de Manila University.
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0 Scholarships from the Department of Science and
Technology, Philippines

1. Accelerated Science and Technology Human Resource
Development Program-National Science Consortium
(ASTHRDP-NSC)
ASTHRDP-NSC aims to provide master’s and doctoral degrees in
priority S&T areas to help improve the country’s global
competitiveness and capability to innovate through Science and
Technology (S&T) and to accelerate the production of high-level
human resources needed for Research and Development (R&D) in
S&T.

2. Capacity Building Program in Science and Mathematics
Education (CBPSME)
CBPSME is a graduate scholarship for master's and doctorate
degrees in science and mathematics education. The program aims
to improve the quality of education and accelerate the
development of critical mass of experts in Science and
Mathematics Education.

3. Engineering Research and Development for Technology
(ERDT)
ERDT scholarship aims to provide master’s and doctoral degrees
in various engineering fields to deliver high-impact research,
upgrade the qualifications of practicing engineers, and develop a

culture of research and development.

For further information, please refer to

https://sei.dost.gov.ph/index.php/2018/05/22/postgraduate-scholarships/.

0 United Board for Christian Higher Education in
Asia Faculty Scholarship Program (UBCHEA)

The United Board Faculty Scholarship Program supports promising
young faculty currently employed at a college or university in the United
Board network to pursue advanced degrees, taught in English, in an Asia-
Pacific country outside of their own. Scholars may receive up to four
years of support for doctoral programs and two years of support for

master’s programs, pending satisfactory progress.

For application deadlines and other information, please visit the United

Board website: https://unitedboard.org/programs/faculty-

development/faculty-scholarship-program/
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0 Ryoichi Sasakawa Young Leaders Fellowship
Fund (SYLFF) Program

The SYLFF Program for Tomorrow’s Intellectual Leaders envisions to
produce responsible citizens who can deal with social issues with a critical
and constructive sense, formulate solutions for local and regional
problems, and participate effectively in the country’s efforts to engage the

global community.

The SYLFF program was designed for the best and brightest students
with strong leadership potential. It supports outstanding, highly qualified
graduate students with full one-year scholarships for Master’s, Master of
Laws, PhD, or Juris Doctor degrees who are in their theses or dissertations
stages, and whose research is oriented towards the social sciences and/or

public policy, may apply.
The grant includes full tuition and fees subsidies including thesis writing

and oral defense. A monthly living allowance for 10-12 months is also

given depending on the applicant’s academic advisement.
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Section 3: Privacy Policy for Applicants, Students, and
Alumni

Introduction

Welcome to the Ateneo de Manila University. This Privacy Policy (also known as a
Privacy Notice) tells you about our policy regarding the data that we collect, use, or
otherwise process your personal data. If you are the parent/legal guardian of an applicant
or student (current or former) who is a minor (below 18 years old), understand that this

Policy refers to the personal data of your child/ward.

We respect your right to privacy and aim to comply with the requirements of all relevant
privacy and data protection laws, particularly the Data Privacy Act of 2012 (DPA). As in
the case of the National Privacy Commission (NPC), we also seek to strike a balance
between your personal privacy, and the free flow of information, especially when
pursuing our legitimate interests and when necessary to carry out our responsibilities as

an educational institution.

In this Policy, the terms, “data” and “information” are used interchangeably. When we
speak of “personal data”, the term includes the concepts of personal information, sensitive
personal information, and privileged information. The first two are typically used to
distinctively identify you. For their exact definitions, you may refer to the text of the
DPA or you can visit the website of the University Data Protection Office. You should
also note that while we give examples here to explain this Policy in simple and clear

language, they do not make up an exhaustive list of all the data that we process.

Information We Collect, Acquire, or Generate
We collect, acquire, or generate your personal data in many forms. They may consist of
written records, photographic and video images, digital material, and even biometric

records. Examples include:

a. Information you provide us during your application for admid&iben you apply with
us for admission, we collect, among others: (1) directory information, like your name,
email address, telephone number, and other contact details; (2) data about your
personal circumstances, such as your family background, history, and other relevant
circumstances, previous schools attended, academic performance, disciplinary record,
employment record, and medical records; and (3) and any or all information obtained

through interviews and/or during entrance tests or admission examinations.
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b. Information we collect or generate after enrolment and during the course of your stay with
us After you join the University, we may also collect additional information about
you, including: (1) your academic or curricular undertakings, such as the classes you
enroll in, scholastic performance, attendance record, etc.; (2) co-curricular matters
you may engage in, such as service learning, outreach activities, internship or
apprenticeship compliance; (3) your extra- curricular activities, such as membership
in student organizations, leadership positions, and participation and attendance in
seminars, competitions, programs, outreach activities, and study tours; and (4) any
disciplinary incident that you may be involved in, including accompanying sanctions.
There will also be times when we will acquire other forms of data like pictures or
videos of activities you participate in, via official documentation of such activities, or
through recordings from closed-circuit security television cameras installed within

school premises.

c. Unsolicited InformatiofThere may be instances when personal information is sent to
or received by us even without our prior request. In such cases, we will determine if
we can legitimately keep such information. If it is not related to any of our
legitimate interests, we will immediately dispose of the information in a way that will
safeguard your privacy. Otherwise, it will be treated in the same manner as

information you provide us.

If you supply us with personal data of other individuals (e.g., person to contact in the
event of an emergency), we will request you to certify that you have obtained the

consent of such individuals before providing us with their personal data.

How We Use Your Information
To the extent permitted or required by law, we use your personal data to pursue our
legitimate interests as an educational institution, including a variety of academic,
administrative, research, historical, and statistical purposes. For example, we may use the
information we collect for purposes such as:
1. evaluating applications for admission to the University;
2. processing confirmation ofincoming, transfer, cross-registering, or non—degree
students in preparation for enrollment;
3. recording, generating, and maintaining student records of academic, co-
curricular, and extra-curricular progress;
4. recording, storing, and evaluating student work, such as homework, seatwork,
quizzes, long tests, exams, term papers, theses, dissertations, culminating or

integrating projects, research papers, retlection papers, essays and presentations;
tegrating project h papers, reflection pap ys and presentat
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10.
11.
12.

13.

14.

15.

16.

17.

18.

recording, generating, and maintaining records, whether manually,
electronically, or by other means, of grades, academic history, class schedules,
class attendance and participation in curricular, co-curricular, and extra-curricular
activities;

establishing and maintaining student information systems;

sharing of grades between and among faculty members, and others with
legitimate official need, for academic deliberations and evaluation of student
performance;

processing scholarship applications, grants, allowances, reports to benefactors, and
other forms of financial assistance;

investigating incidents that relate to student behavior and implementing
disciplinary measures;

maintaining directories and alumni records

compiling and generating reports for statistical and research purposes;

providing services such as health, insurance, counseling, information technology,
library, sports/recreation, transportation, parking, campus mobility, safety and
security;

managing and controlling access to campus facilities and equipment;
communicating official school announcements;

sharing marketing and promotional materials regarding school-related functions,
events, projects, and activities;

soliciting your participation in research and non-commercial surveys sanctioned
by the University;

soliciting your support, financial or otherwise, for University programs, projects,
and events;

sharing your information with persons or institutions as provided below.

We consider the processing of your personal data for these purposes to be necessary for

the performance of our contractual obligations to you, for our compliance with a legal

obligation, to protect your vitally important interests, including your life and health, for

the performance of tasks we carry out in the public interest (e.g., public order, public

safety, etc.), or for the pursuit of the legitimate interests of the University or a third party.

We understand that the DPA imposes stricter rules for the processing of sensitive personal

information and privileged information, and we are fully committed to abiding by those

rules.

If we require your consent for any specific use of your personal data, we will collect it at

the appropriate time.
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Please note further that we will not subject your personal data to any automated decision-

making process without your prior consent.

How We Share, Disclose, or Transfer Your Information

To the extent permitted or required by law, we may also share, disclose, or transfer your

personal data to other persons or organizations in order to uphold your interests and/or

pursue our legitimate interests as an educational institution. For example, we may share,

disclose, or transfer your personal data for purposes such as:

1.

10.
11.

posting of acceptance to the University, awarding of financial aid and merit
scholarship grants, class lists, class schedules, online, in school bulletin boards, or
other places within the campus;

sharing of your personal data with your parents, guardians, or next of kin, as
required by law, or on a need-to-know basis, as determined by the University, in
order to promote your best interests, or to protect your health, safety, and
security, or that of others;

sharing of some information to donors, funders, or benefactors for purposes of
scholarship, grants, and other forms of assistance;

publication of scholars’ graduation brochure for distribution to donors, funders,
or benefactors;

distribution of the list of graduates and awardees in preparation for and during
commencement exercises;

reporting and/or disclosure of information to the NPC and other government
bodies or agencies (e.g., Commission on Higher Education, Department of
Education, Bureau of Immigration, Department of Foreign Affairs, Civil Service
Commission, Bureau of Internal Revenue, Professional Regulation Commission,
Legal Education Board, Supreme Court, etc.), when required or allowed by law;
sharing of information with entities or organizations (e.g. Philippine Accrediting
Association of Schools, Colleges and Universities, ASEAN University Network,
and QS World University Rankings, Association of Philippine Medical Colleges,
Education Commission for Foreign Medical Graduates) for accreditation and
university ranking purposes;

sharing of information with entities or organizations (e.g., University Athletic
Association of the Philippines and other sports bodies) for determining eligibility
in sports or academic competitions, as well as other similar events;

complying with court orders, subpoenas and/or other legal obligations;
conducting internal research or surveys for purposes of institutional development;
publishing academic, co-curricular, and extra-curricular achievements and
success, including honors lists and names of awardees in school bulletin boards,

website, social media sites, and publications;
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12. sharing your academic accomplishments or honors and co-curricular or extra-
curricular achievements with schools you graduated from or were previously
enrolled in, upon their request;

13. use of photos, videos, and other information in order to promote the school,
including its activities and events, through marketing or advertising materials,
such as brochures, website posts, newspaper advertisements, physical and
electronic bulletin boards, and other media;

14. live—streaming of University events;

15. publication of communications with journalistic content, such as news
information in University publications, and social media sites;

16. providing information such as class lists and photos to partner hospitals, local
health centers and other similar organizations, in the case of ASMPH students

that rotate in these institutions as part of the medical curriculum.

How We Store and Retain Your Information

Your personal data is stored and transmitted securely in a variety of paper and electronic
formats,

including databases that are shared between the University’s different units or offices.
Access to

your personal data is limited to University personnel who have a legitimate interest in
them for the purpose of carrying out their contractual duties. Rest assured that our use of

your personal data will not be excessive.

Unless otherwise provided by law or by appropriate University policies, we will retain
your relevant personal data indefinitely for historical and statistical purposes. Where a
retention period is provided by law and/or a University policy, all affected records will be

securely disposed of after such period.

Your Rights with Respect to Your Personal Data

We recognize your rights with respect to your personal data, as provided by the DPA. If
you wish to exercise any of your rights, or should you have any concern or question
regarding them, this Notice, or any matter involving the University and data privacy,

you may contact the University Data Protection Office (UDPO) at:

Questions: info.udpo@ateneo.edu

Complaints / Security Incidents: alert.udpo@ateneo.edu
Landline: +63 2 426-6001, loc. 4801
Website: ateneo.edu/udpo

Address: Rm 200, Manila Observatory, Ateneo de Manila University
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Changing This Policy
We may, from time to time, make changes to this Policy. On such occasions, we will let
you know through our website and, when permissible, other means of communication.

Any modification is effective immediately upon posting on the website.

Other University Policies

Other policies of the University, which are not inconsistent with this one, will continue
to apply. If any provision of this Policy is found to be unenforceable or invalid by any
court having competent jurisdiction, the invalidity of such provision will not affect the

validity of the other provisions, which shall remain in full force and effect

Terms of Agreement - Personal Data Processing

These Terms of Agreement (“Agreement”) constitute our contract with you relative to
the processing of your personal data. In the case of parents or legal guardians of students
who are minors, such data shall refer to that of your child/ward, unless otherwise

indicated. Please review this document carefully before you sign.

I acknowledge that I have read and understood the applicable Privacy Policy of the

University, and I agree to be bound by and comply with the following:

® Republic Act No. 10173, or the Data Privacy Act of 2012 (DPA), and other relevant
data protection laws apply to the collection and processing of my personal data.

® By registering and/or enrolling as a student of the Ateneo de Manila University
(“University”), I am allowing it to collect, use, and process the personal data I provide
in the forms and any relevant attachments, in accordance with the relevant provisions
of the DPA, other applicable data protection laws, and the University’s relevant
Privacy Policy.

® [ understand that my personal data is available to University personnel, and, on
occasion and where necessary, persons or organizations that provide specific services
to, or on behalf of the University.

® In addition to those laid out in the Privacy Policy, I authorize the sharing, disclosure,
or transfer of my personal data for purposes such as:

1. providing academic institutions, companies, government agencies, private or
public corporations, or the like, upon their request, with scholastic ranking
information, certification of good moral character, and other relevant data for
purposes of determining eligibility, awards, admission, student exchange,
career employment, apprenticeship, or internship placements;

2. responding to inquiries verifying that I am a bona fide student or graduate of
the University;

3. sharing my directory information with the University’s alumni association,

including the Ateneo Alumni Scholars Association (in the case of scholar
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graduates), and with student organizations (e.g., COMELEC-Ateneo,
AEGIS, etc.) recognized and regulated by the University. They include my
name, email address, telephone number and other contact details.
® Moreover, I also give my consent to the following:
O sharing of my information with potential employers for internship, practicum,
training, job placement and screening purposes;
O sharing of my relevant information with persons or organizations outside of or
separate from the University for research purposes.
® All access, sharing, disclosures, or transfers of personal data shall be governed by
appropriate access restriction policies and other University policies that aim to ensure
the confidentiality and/or security of such data.
® By providing personal data to the University, [ am confirming that the data is true
and correct. [ understand that the University reserves the right to revise any decision
made on the basis of the data I provide should any or all of such data be found to be
untrue or incorrect. Any false information or omission of any information which I
am required to disclose to the University constitute sufficient grounds for the
revocation of my application, admission, or enrolment.
® [ likewise confirm that in supplying the personal data of other individuals (e.g.,
person to contact in the event of an emergency) in the course of the registration or
enrolment process, | have obtained their consent in accordance with the applicable
provisions of the DPA.
® By entering into this Agreement, I am not relying upon any oral or written
representations or statements made by the University other than what is set forth in
this Agreement.
® Any issue that may arise in connection with the processing of my personal data will
be settled amicably with the University before resorting to the appropriate arbitration

or court proceedings within Philippine jurisdiction.

Section 4: Gender Inclusive, Responsive, and Safe

Community

The Ateneo de Manila University Policy Statement on Building a Gender Inclusive,
Gender Responsive, and Gender Safe Community

https://www.ateneo.edu/ls/genderpolicy

Filipino, Catholic, and Jesuit, the Ateneo de Manila University is an academic
community that upholds the dignity of every human person. In consonance with the
teachings in the Gospels and the Ignatian principles of conscience, competence,

compassion, and commitment, it strives to cultivate a strong culture of respect for human
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rights. It endeavors to promote justice that is rooted in genuine empathy and
understanding of the struggle and suffering of others. Within the broader context of a
just, humane, and equal world, it rejects and confronts all forms of sexual and gender-
based violence and discrimination, True to its belief in a faith that does justice for all, it
seeks ways of establishing structures that support gender inclusivity, promote gender

responsiveness, embrace the call for gender justice, and build a gender safe community.

An inclusive community respects human dignity, one’s right to self-identity and self-

expression, and diversity.

A gender-responsive community promotes gender equality, gender sensitivity, and
gender-fair education. Gender equalitis the recognition that all human beings, regardless
of their sex, gender, and sexuality, are equal in dignity and in rights. Gender sensitivity
refers to the practice of respect, empathy, and compassion embedded in the awareness of
conditions that perpetuate gender inequality and gender injustice and the engagement of
practices that seek to transform these conditions. Gender fair educatiasfers to teaching
and learning practices that promote gender equality and justice, including the use of

non-sexist language and the avoidance of gender stereotypes and gender biases.

A safe community is free of sexual or gender-based violence, discrimination, and
harassment. It recognizes the inherent dignity of every person; any form of violation of

the body is a violation of a person’s dignity and integrity.

The Ateneo de Manila University is dedicated to the building of a gender inclusive,
gender responsive, and gender safe community for all by creating an enabling

environment, developing transformative practices, and providing adequate responses.

An enabling environment institutionalizes policies, standards, and procedures which
facilitate the promotion of a gender inclusive, gender responsive, and gender safe Ateneo

de Manila University community.

Transformative Practices address existing biased or discriminatory policies, practices

and programs, and effect change for the betterment of life for all.

Adequate responses provide appropriate measures and genuine efforts to realize
progressively a gender inclusive, gender responsive and gender safe community for all
students and employees of the Ateneo de Manila University through clear policies and
accessible services including immediate assistance, support services, referral mechanisms,
and protective and corrective measures to address all forms

of sexual or gender-based violence.
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This policy statement applies to the Ateneo de Manila University community as a whole.
It shall be interpreted in light of Ateneo de Manila University’s vision, mission, and

policies.

Gender Related Laws and Issuances
® The Loyola Schools Policy Statement on Building a Gender Inclusive, Gender

Responsive, and Gender Safe Community
® All-gender Restrooms in the Loyola Schools

® Ateneo de Manila University’s Implementing Rules and Regulations on the Anti-
Sexual Harassment Act of 1995
® Creation of the Loyola Schools Gender Hub & the Provision of Support & Assistance

for Cases of Sexual Harassment, Misconduct, & Violence

® Code of Decorum and Administrative Rules on Sexual Harassment, Other Forms of

Sexual Misconduct. and Inappropriate Behavior

Section 5: Committee on Graduate Student Concerns
(CGSC)

The Committee on Graduate Students Concerns or CGSC is the body recognized by
the Ateneo de Manila University administration to attend to the concerns of the graduate
students of the Gokongwei Brothers School of Education and Learning Design, School
of Humanities, John Gokongwei School of Management, School of Science and
Engineering, and School of Social Sciences. These concerns encompass the whole range

of graduate students’ school involvement.

CGSC members represent the graduate community in the different committees within
the Ateneo de Manila University namely the Administrative Council, School Forum,
School Council, Curriculum Committee, Graduate Programs Committee, Standards

Committee and the Discipline Committee.

CGSC consists of department representatives appointed by the department chairs and
approved by the Assistant Vice President for Higher Education. An executive committee
consisting of a chairperson, vice-chairperson, and secretary-general is created within the
selected representatives.

Mission and Vision of CGSC

Vision: We are committed to helping in forming the pioneers of the future as

“Professionals-for-and-with-Others” by ascertaining that everyone in the graduate
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community will embody the Jesuit values expected from them as graduate students of the

Ateneo de Manila University.

Mission: We aim to represent and serve the Ateneo de Manila University’s graduate

student community by upholding the general welfare, common good, and proper

representation in all of the Standing Committees in the institution.

Contact Details

Email - cgsc.college.org@student.ateneo.edu

Facebook and Instagram - @ateneocgsc

Section 6: Support Services

6.1. Academic

6.1.1.

6.1.2.

ADL

Ateneo de Manila has developed its very own framework for
designing learning based on the AteneoBlueCloud philosophy of
online education. It is called Adaptive Design for Learning (ADL).

The desired adaptability refers not only to different modes of delivery
of its educational services (online, blended, and face-to-face) but also
to the course designs themselves that can be repurposed to suit every
individual faculty member’s style and to respond to every learner's
unique needs and contexts. A teacher training program on Adaptive
Design for Learning is currently being conducted by the Ateneo
Institute for the Science and Art of Learning and Teaching (Ateneo
SALT Institute).

An ADL glossary of terms was put together for your reference. For

more information, please see ateneosalt.org/adl/

Source:
"Forging Hope on Reimagined Paths: Adaptive Teaching and
Learning in the Loyola Schools (ver 4.0)", August 21, 2021

LMS

A Learning Management System (LMS) is an online platform that

allows teachers to create and deliver content and monitor the learning
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progress of the students. The LMS facilitates as well efficient
communication between learners and teachers as they navigate
through the course materials and assessments vis-a-vis articulated

learning goals together during the semester.

Canvas is the main Learning Management System of the university.
All officially enrolled students will automatically be given access to
their courses in Canvas. Please click on the link, and to start learning

the basics of Canvas.

In accordance with the University Policy on building a Gender
Inclusive, Gender Responsive, and Gender Safe Community, students
may wish to set their preferred personal pronouns in Canvas or
request that their proper names be displayed. For more details, kindly
email the Gender Hub at genderhub.Is@ateneo.edu.

Students may email helpdesk support at: canvas.Is@ateneo.edu.

6.2. Non-Academic

6.2.1.

GradTalk

https://sites.google.com/ateneo.edu/lsgradtalk/home

The GradTalk is a monthly seminar-workshop that aims to enhance
the graduate student's academic and non-academic life experience at
the university. In particular, the workshops seek to discuss issues and
improve skills that are critical in their academic, research, leadership,

and professional undertaking.

The OAVP-GradEd teamed up with several offices and organizations
that will discuss how the challenges caused by the pandemic have
provided opportunities in graduate student life, research, and career
after graduate school. These conversations hope to strengthen the
graduate students community as well as deepen the connections across
all schools with graduate degree programs of the Atene de Manila
University.

The event is hosted by the Office of the Assistant Vice President for

Graduate Education (OAVP-GradEd), in partnership with the
Committee for Graduate Students Concerns (CGSC). A network of
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6.2.2.

6.2.3.

experts within the university will be tapped to serve as resource

partners.

Graduate Research Festival
https://sites.google.com/ateneo.edu/lsgradresearchfestival/home

The Graduate Research Festival [GRF] is organized every second
semester of the school year. The first GRF was held at Ateneo de
Manila University, Loyola Schools campus on March 29-20, 2019.

The Graduate Research Festival provides graduate students with the
opportunity to share their research and discuss the latest trends, issues,
and technologies with fellow students, faculty, and other research
professionals across different disciplines in the University. This is also
a platform for honing skills necessary in preparing our graduate

students for conference presentations and research publications.

The Office of the Assistant Vice President for Graduate Education
(OAVP-GradEd) organizes this event free of charge. The OAVP-
GradEd has been collaborating with the Committee on Graduate

Student Concerns, other Ateneo offices, and external stakeholders

since the inception of this activity.

Registration and Documents Services

6.2.3.1.  Office of the University Registrar

The Office of the University Registrar is a central hub
serving the students, their parents, faculty, administration,
and alumni of Ateneo de Manila University. It manages
the central repository of student and curriculum

information.

The oftice’s mission is to be the valued partner of the
University as it delivers quality programs by providing
quality support and services to ensure proper enforcement
of its policies and maintain the integrity of its institutional

and educational records.
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Office of the University Registrar

Address

G/F, Social Sciences Building
Ateneo de Manila University Loyola Heights campus

Contact Details

(632) 8426-6001 local 5130-5147

registrar@ateneo.edu

Web https://www.ateneo.edu/registrar
6.2.4. Health, Wellbeing, and Spirituality
6.2.4.1.  Office of Health Services
The Office of Health Services (OHS) promotes the
comprehensive health and wellness of the students
through quality health services and relevant health
programs. These are carried out in partnership with
students and in collaboration with other student-centered
offices of the University.
The OHS ofters the following services:
® Acute Care Services
® Preventive Services
® Education, Promotion and Advocacy on Health and
Wellness
Online consultation services are also available via Google
Chat or BluPHR. For guidelines and procedures, visit the
OHS website at https://www.ateneo.edu/ls/healthsvc.
Office of Health Services
Address Room 105 Social Sciences Building

Ateneo de Manila University
Katipunan Road, Loyola Heights
Katipunan Quezon City

Office Hours

Monday to Friday 8:00 AM - 6:00 PM; Saturday 8:00 AM - 4:00
PM

Contact Details

+63(2) 8426-6001 local 5100; +63 918 944 5997 (Smart), +63 966
911 4141 (Globe)

healthservices.Is@ateneo.edu, univhealth.oupc@ateneo.edu
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Web

https://www.ateneo.edu/ls/healthsve

6.2.4.2.

Office of Guidance and Counseling

The Oftice of Guidance and Counseling (OGC) offers
programs and services designed to equip the students with
the necessary tools for self-actualization in the context of
personal, familial and societal realities. The office assists in
the formation of the students through the developmental
stages of self-awareness, self-exploration, self-

enhancement, and self-offering.

The OGC provides the following services:

® Counseling services for students

® Psychological Screening in aid of increased self-
understanding

® Integrated Academic Formation through activities like
the genogram, self-efficacy, and social skills programs

® Consultation and Referrals (for students, faculty,
professionals, and staft)

® Recommendation Letters for students and alumni (e.g.
JTA, Praxis

Office of Guidance and Counseling

Address

Room 266, 2nd Floor, Social Sciences Building, Ateneo de Manila
University Loyola Heights, Katipunan, Quezon City

Office Hours

NN

Monday to Friday 8:00 AM - 5:00 PM; Saturday 8:00 AM - 12:00

Contact Details

+63(2) 8426-6001 local 5031 to 5032

guidance Is@ateneo.edu

Web

hetps://www.facebook.com/LSOGC

6.2.4.3.

Office of Campus Ministry - Higher Education Loyola

Campus

The Office of Campus Ministry (OCM) - HE sees to the
various faith services of all members of the Ateneo de
Manila University. It aims "To form discerning Ateneans
rooted in Ignatian spirituality, aware of their belovedness,
and committed to serving others." The OCM offers the

following services:
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Spiritual Accompaniment

A one-on-one conversation with one of the campus
ministers or the chaplains to help one get in touch
with oneself, and to become more aware of God's
presence in the context of one's life.

Breathing Space

A safe space to pause, be heard and listen in a one-hour
small group conversation.

First Spiritual Exercises

The First Spiritual Exercises (FSE) is a 5-week
program, inspired by the Ignatian themes, to cultivate
the habit of daily reflection and prayer over one's
experiences in the light of God's Word, and to inspire
a response of love. It also involves a weekly
conversation with a spiritual companion in the course
of the program. This may be done one-on-one or in a
small group.

Ignatian Talk / Retreats / Recollections

An opportunity to nurture one's faith and spirituality
as inspired by the Ignatian tradition.

Prayer Spaces

Places for prayer: Adoration Chapel behind the
Chapel of the Immaculate Conception (College
Chapel), Prayer Rooms 1 & 2 (Room 109) and Multi-
Faith Prayer Room (Room 219) in MVP-CSL
Liturgy & Worship

Daily Masses at the Chapel of the Immaculate
Conception: Mon-Fri, 12:00 NN

Confessions

Schedule posted on the chapel bulletin board or
appointment may be made at MVP 109 (OCM Office)
Others

Campus Ministers on Air via Radyo Katipunan
(87.9FM), 2:00PM every Tuesdays

Office of Campus Ministry

Address

G/F Manuel V Pangilinan Center for Student Leadership (MVP-
CSL 109) Ateneo de Manila University Loyola Heights Campus,
Katipunan Avenue, Loyola Heights, 1108 Quezon City,
Philippines
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Office Hours

Monday to Friday 8:00 AM - 5:00 PM; Saturday 8:00 AM - 12:00
NN

Contact Details

8426-6001 local 5160

campusministry.ls@ateneo.edu

Web

https://www.ateneo.edu/directory/office/he-ocm

6.2.5.

IT Tools and Support

Office of the Vice President for Digital Information and Technology

Services

Digital and Information Technology Services (DITS) aims to enable
Ateneo de Manila University to achieve the goal of being the
university of choice and drive it to the forefront of innovation and
accessible education by providing relevant and fit-for-use technology,

resilient infrastructure, and quality services.

DITS supervises the development, implementation, and maintenance
of the Information Systems and other IT functions across the
University. DITS aims to address the demand for digital innovation
and technology-enabled systems in support of the University's

operations.

The DITS cluster aims to position the Ateneo de Manila University at
the forefront of innovation and accessible education. By focusing on
running, growing, and transforming the University's IT operations,
DITS ensures that the institution can respond effectively to evolving
changes, capitalize on opportunities, and maintain its leadership

position in the industry.

The DITS cluster encompasses various I'T Service Management

functions, including:

® Defining Strategic Directions: Setting the landscape for systems,
data, security, and infrastructure to ensure alignment with the
University's goals.

® Managing Day-to-Day IT Operations: Ensuring smooth and
efficient IT operations to support the University’s functions.

® Developing IT Capabilities: Enhancing the skills of IT personnel

and end-users to fully leverage technology in their roles.
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The OVP-DITS oversees the development of the college Student

Information Systems (SIS), which caters to both the academic and

administrative components of the student lifecycle. The Office guides

its users (the students, faculty, and staft) in navigating the system and

provides the needed assistance for the departments and offices to

perform their tasks and support their operations. Additionally, it is

responsible for ensuring the security and maintenance of the system.

In particular, OVP-DITS:

Addresses major (project-based) system requests

Addresses minor system/software related concerns

Attends to data requests (ad hoc reports) which includes scanning
of evaluation forms

Oversees the administrative tasks of both Google-powered
Student email accounts of students and Microsoft Office 365 for
Education accounts of students and employees

Administers the email blast facility
departments/offices/organizations

Keeps online systems operational and accessible at all times
Attends to computer-related concerns (hardware and software
problems)

Arranges the physical set-up of computers in offices and computer
labs

Installs necessary software applications to new computers before
delivery to offices

Supervises delivery of requested service units (borrowed
computers)

Ensures WIFI connectivity across the University

What is AISIS?

The Ateneo Integrated Student Information System (AISIS) is the

official online system for graduate and undergraduate students.

Through AISIS, officially enrolled Ateneo students may view

pertinent school information including their basic information,

official curriculum and their Individual Program of Study (IPS),

grades, class schedules and the like. Students may also enlist online

and eventually complete their registration using AISIS.
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What is student.ateneo.edu?

Each incoming student is assighed a Google Ateneo Student Account
(student.ateneo.edu) which he or she is expected to use throughout
their stay in the Ateneo de Manila University. This gives the student
access to Gmail, Google Drive, Google Docs, Google Forms, and
other apps within the Google Apps ecosystem that encourages online

collaboration.

All important school announcements, circulars, and memos are sent to
the Ateneo student email. Students with inactive email accounts are
likely to miss important school announcements. After graduating
from the Ateneo, the accounts will be deactivated after a period of

time and students may apply for an alumni account instead.

Can I connect my devices for Wifi?

WiFi connectivity is available at most common areas on campus, such
as the cafeteria, Rizal Library, Study Halls, and most classrooms.
Students can register one laptop or mobile device to connect to the

WiFi network in the Loyola campus.

Got Office?

Students have access to Microsoft 365 (M365), which can be used for
school work. Each account contains installers for Microsoft Word,
Excel, PowerPoint, Publisher, and many more. This can be activated
by going to http://www.office.com/getOffice365 and entering your
Student Email Account at the prompt. An O365 account enables
them to install the latest version of Microsoft Office 365 on their
computers (Windows, Mac) and mobile devices (Android, iOS). Your
Office 365 Accounts will remain active during your entire stay in the

University

Office of the Vice President for Digital Information and Technology Services

Address

FH-305, 3rd Floor, Faber Hall, Ateneo de Manila University
Loyola Heights Campus

Contact Details

+63(2)8426-6001 local 4242
vp-dits@ateneo.edu

itsupport@ateneo.edu
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6.2.6.

Professional and Career Development

Oftice of Placement and Career Services

The Office of Placement and Career Services offers a variety of
services like Career Counseling/Planning, Self-Assessment, Career
Exploration and Skills Development/Enhancement to Ateneo students

of all levels to assist them in fulfilling their future endeavors.

The Manual of Guidelines and Procedures for Student Internship
Programs may be accessed through this link -
https:/drive.google.com/file/d/11Snsmn5gPADySy-
oxcNiu3HQRkmrVioh/view

Office of Placement and Career Development

Address

G/F Berchmans Hall
Ateneo de Manila University Loyola Heights Campus

Office Hours

Monday to Friday 8:00 AM - 5:00 PM
Saturday 8:00 AM - 12:00 NN

6.2.7.

On Campus Housing

University Residence Halls

Ateneo de Manila University has on-campus accommodations
available to undergraduate and graduate students, senior high school
students, faculty and administrators, and guests of the University. The
University Residence Halls (URH) complex is situated within our
sprawling 87-hectare Loyola Heights campus, with facilities that can
accommodate up to 1,000 residents in five separate residential halls,
and a wide mix of housing options to accommodate the disparate

requirements and budgets of the residents.

University Residence Halls

Address

Ground Flr., Cervini Hall, University Residence Halls Complex,
Ateneo de Manila University, Katipunan Ave., Loyola Heights,
Quezon City

Office Hours

Monday to Friday 7:00 AM - 7:00 PM
Saturday 8:00 AM - 5:00 PM
Sunday and Holidays 10:00 AM - 2:00 PM
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Contact Details |+63 2 8426 6001; +63 2 8332 1927; +63 2 8332 1931;
+63 2 8426 6119 (oftice hours only)

General Inquiries Email: residencehalls@ateneo.edu

Reservation Inquiries Email: reservations.urh@ateneo.edu

Web https://www.ateneo.edu/campus/residencehalls

6.2.8.  Safety and Security Services

Campus Safety and Mobility Office
The Campus Safety and Mobility Office (CSMO) was created under

the Vice President for Administration in September 2014 in view of
the growing importance of safety and security in the Ateneo
campuses (Loyola Heights, ASMPH, Rockwell, and Salcedo), and
taking into account the Ateneo Traffic Group recommendation to

establish a centralized authority on traffic management.

The CSMO offers the following services:
E-jeeps

Tricycles

Carpooling

Gate pass sticker issuance

Security augmentation for events
Parking requests

Campus access for events

Security Pass issuance

University Memos and Implementing Guidelines Related to Safety
and Security:

® Ateneo Traffic Rules and Regulations
® Policy on Alcohol Consumption in the University Premises
® University No-Smoking Policy and Enhanced No Smoking

Policy
® Updated Guidelines on Campus Access

Campus Safety and Mobility Office

Address Cupertino Bldg, Ateneo de Manila University Loyola Heights
Campus (Temporary)

Oftice Hours Mondays to Friday 8:00 AM - 12:00 NN, 1:00 PM - 5:00 PM
Saturday 8:00 AM - 12:00 NN
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Contact Details

8426001 local 4105 to 4108

csmo@ateneo.edu

Web

https://www.ateneo.edu/central/csmo

6.2.9.

Facilities

6.2.9.1.

Central Facilities Management Office

The Central Facilities Management Office (CEMO) ofters

the following services:

General Housekeeping and Maintenance (Minor
Repairs): Provides satisfactory cleaning services;
provides timely human resources and technical
assistance (e.g. hauling needs, equipment and facility
repairs and troubleshooting)

Project Management: Recommends and implements
physical improvements on facilities; provides safe and
sound structures

Sustainability: Provides facilities that would advance
the Ateneo Institute of Sustainability’s (AIS) initiatives
on sustainability (e.g. water treatment and material
recovery); provides education/information on eco-
friendly efforts that would promote a cleaner and
greener environment

Facilities and equipment reservation: Screening
and processing of requests for use of facilities and
equipment

Activity/Event Assessment: On-the-spot feedback
and pointers are provided to further enhance the

overall impact of the proposed activity/project

Central Facilities Management Office

Address

G/F Blue Eagle Gym, Ateneo de Manila University Loyola
Heights campus

Office Hours

NN

Monday to Friday 8:00 AM - 5:00 PM; Saturday 8:00 AM - 12:00

Contact Details

Trunk No. (632)8426-6001 loc 4101
Fax No. (632) 8426-6088
DL (632) 8426-5940
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comcen.fmo@ateneo.edu

Web

https://www.ateneo.edu/directory/office/admin-cfmo

6.2.9.2.  Ateneo Art Gallery

Widely recognized today as the first museum of
Philippine modern art, the Ateneo Art Gallery was
established in 1960 through Fernando Zébel’s bequest to
the Ateneo of his collection of works by key Filipino post
war artists. Through the years, other philanthropists and
artists followed Zobel’s initiative, filling in the gaps so that
the collection now surveys every Philippine art movement
in the post war era: from neo-realism and abstract

expressionism to today’s post-modern hybrid tendencies.

Ateneo Art Gallery

Address

Soledad V Pangilinan Arts Wing, Areté, Ateneo de Manila
University Loyola Heights Campus

Office Hours

Monday to Saturday 9:00 AM - 5:00 PM
Sunday 9:00 AM - 4:00 PM
Closed on regular and University holidays

Contact Details

+632 8426 6001 loc. 5392
+632 8426 6488

aag@ateneo.edu

Web

https://ateneoartgallery.com/

6.2.10. Food Services

List of Cafeterias

Location on Campus, Service Hours, and Contact Details

Ateneo de Manila

GF Gonzaga Hall

Multipurpose Cooperative |Monday to Friday 6:30 AM - 5:00 PM

(AMPC) Saturday 7:00 AM - 1:00 PM
ampc@affiliate.ateneo.edu
rdvenancio.ampc@gmail.com

Ebai’s Cafe and Pastry Cervini Hall (Near Pollock Renewal Center)

(Ebai’s-Cervini)

Monday to Sunday 7:00 AM - 8:00 PM

For deliveries: ebaiscafecervini@gmail.com
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Kravers

International Residence Halls (IRH)

Monday to Friday 6:30 AM - 8:00 PM

Saturday 7:00 AM - 1:00 PM

For catering functions/deliveries: Rianne Morales

(r.morales@kravers.com)

TGS Fastfoods and

Catering Services

GF Walter Hogan Hall, Institute of Social Order

Social Development Complex

Monday to Saturday 6:30 AM - 7:00 PM

Sunday 7:30 AM - 7:00 PM

For deliveries: Elizabeth Ofrecia (09067720059, Local 4828)

Iggy’s Food Hub

CEFAM Building, Seminary Road
Monday to Friday 8:00 AM - 3:00 PM
For deliveries: Lauro Meneses (0920 892 6909)

AGS Kitchen City

Ateneo Grade School
Monday to Friday 6:00 AM - 3:00 PM
For deliveries: Rubylyn Nacionales

(rubynacionales12@gmail.com)

AJHS Kitchen City

Ateneo Junior Highschool
Monday to Friday 6:00 AM - 5:00 PM

For deliveries: Marial Lazaro (mariallazaro0926@gmail.com)

MacroAsia

FLC Building, Loyola Heights Katipunan, QC
Monday to Friday 7:00 AM - 5:00 PM

For deliveries: Myra Jabson (mjabson@msficorp.com)

Blue Alley

Moro Lorenzo Sports Center
Monday to Friday 7:00 AM - 5:00 PM

For deliveries: Marixi Co (marixi.co@gmail.com)

Ate Cora’s

LST Complex
Monday to Friday
For deliveries: Roselyn Taray (finance@lst.edu)

6.2.11. Merchandising and Commercial Resources

A Shop

The A Shop is a one-stop shop for students, faculty, and visitors of the

Ateneo de Manila University. Among the products and services

offered are Ateneo marked merchandise, an Apple retailer (iCampus)

and printing services (Intermatrix).
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A Shop

Address

Lower Ground Level, MVP Building

Office Hours

Monday to Friday 8AM-4:30PM; Saturdays 8AM-11:30AM

Contact Details

8426-6001 local 5185, 5187 (Staff), 5186 (iCampus), 0918~
9288777 (Intermatrix)

bookstore@ateneo.edu

Web

hetps://www.facebook.com/LoyolaSchoolsBookstore/

6.2.12.

International Student and Study Abroad

Services
Office of International Relations
Established in 1994, the Office of International Relations (formerly

the Office of International Programs) supports Ateneo de Manila
University's growing international linkages with universities,
institutions, and organizations in Asia, Australia, North and South
America and Europe. Under these cooperative relationships, the
Ateneo has hosted visiting faculty and research fellows from
institutions abroad. In turn, Ateneo faculty members have availed
themselves of research grants and study programs in foreign countries.

This international cooperation also includes active student exchange.

For visa matters, visit https://global.ateneo.edu/admissions/visa-

matters

Office of International Relations

Address

FH304, 3/F, Faber Hall
Ateneo de Manila University Loyola Heights Campus

Office Hours

Monday to Friday 8:00 AM - 5:00 PM
Saturdays 8AM - 12:00 NN

Contact Details

+63 2 8426-6001 local 4037, 4038
+63 2 8426-5907, +63 2 8927-4534

oir@ateneo.edu

Web

https://www.ateneo.edu/directory/office/oir
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6.2.13.

Graduate Student Accident Insurance
Accident insurance for graduate students is currently managed by the

Office of the Associate Dean for Student Affairs (OADSA). The

insurance covers the following:

Accidental death/ accidental permanent disability

Accident due to motorcycling

Unprovoked murder and assault

Accidental medical expense reimbursement

Accidental burial expense

Fire cash assistance benefit

Emergency medical transport

Comatose lump sum

Accident while on board a public land transportation vehicle

Burns benefit
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Appendices

Government Laws, Ordinances, Administrative Acts and Implementing

Guidelines Pertinent to Graduate Students

Education Act of 1982

Higher Education Act of 1994

Manual of Regulations for Private Higher Education
Commission on Higher Education Memorandum Orders

O

CHED Memorandum Order No. 4, Series of 2023, "Updated Guidelines on
Onsite Learning in Higher Education"

CHED Memorandum Order No. 1. Series of 2023, "Amendment to Article IV.E.
of CHED Memorandum Order No. 9, Series of 2022, "Local Off-Campus
Activities"

CHED Memorandum Order No. 3, Series of 2022, "Guidelines on Gender-Based

Sexual Harassment in Higher Education Institutions"
CHED Memorandum Order No. 6, Series of 2021 "Policy and Guidelines on

Anti-Smoking and Tobacco Control

CHED Memorandum Order No. 15, Series of 2019, “Policies, Standards, and
Guidelines for Graduate Programs”

CHED Memorandum Order No. 18, Series of 2018, “Implementing Guidelines

for the Conduct of Drug Testing of Students in All Higher Education Institutions
(HEIs)”

CHED Memorandum Order No. 104, Series of 2017, “Revised Guidelines for
Student Internship Program in the Philippines (SIPP) for All Programs”

CHED Memorandum Order No. 63. Series of 2017, “Policies and Guidelines on
Local Off-Campus Activities”

CHED Memorandum Order No. 26, Series of 2015, “Policies, Guidelines and

Procedures on International Education Trips (IET) of Undergraduate and

Graduate Students”
CHED Memorandum Order No. 1, Series of 2015, “Establishing the Policies and

Guidelines on Gender and Development in the Commission on Higher
Education and Higher Education Institutions (HEIs)”

CHED Memorandum Order No. 15, Series of 2012, “Amendment to CMO 34,
Series of 2010 Titled ‘Clarificatory Guidelines for the Suspension of Classes in

Higher Education Institutions (HEIs) due to Typhoons/ Storms, Flooding, and
Other Weather Disturbances”

CHED Memorandum Order No. 19, Series of 2003, “General Guidelines for the
Conduct of Random Drug Testing for Tertiary Students”
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https://ched.gov.ph/wp-content/uploads/CMO-NO.-1-S.-2023.pdf
https://ched.gov.ph/wp-content/uploads/CMO-NO.-3-S.-2022-7.pdf
https://ched.gov.ph/wp-content/uploads/CMO-NO.-3-S.-2022-7.pdf
https://ched.gov.ph/wp-content/uploads/CMO-No.-6-Series-of-2021-%E2%80%93-Policy-and-Guidelines-on-Anti-Smoking-and-Tobacco-Control.pdf
https://ched.gov.ph/wp-content/uploads/CMO-No.-6-Series-of-2021-%E2%80%93-Policy-and-Guidelines-on-Anti-Smoking-and-Tobacco-Control.pdf
https://ched.gov.ph/wp-content/uploads/CMO-No.-15-Series-of-2019-%E2%80%93-Policies-Standards-and-Guidelines-for-Graduate-Programs-Updated.pdf
https://ched.gov.ph/wp-content/uploads/CMO-No.-15-Series-of-2019-%E2%80%93-Policies-Standards-and-Guidelines-for-Graduate-Programs-Updated.pdf
https://ched.gov.ph/wp-content/uploads/2018/10/CMO-No.-18-s.-2018-Guidelines-on-Drug-Testing.pdf
https://ched.gov.ph/wp-content/uploads/2018/10/CMO-No.-18-s.-2018-Guidelines-on-Drug-Testing.pdf
https://ched.gov.ph/wp-content/uploads/2018/10/CMO-No.-18-s.-2018-Guidelines-on-Drug-Testing.pdf
https://ched.gov.ph/wp-content/uploads/2018/03/CMO-NO.-104-S.-2017.pdf
https://ched.gov.ph/wp-content/uploads/2018/03/CMO-NO.-104-S.-2017.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-63-s-2017.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-63-s-2017.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-no.-26-s.-2015.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-no.-26-s.-2015.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-no.-26-s.-2015.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-no.-01-s.-2015.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-no.-01-s.-2015.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-no.-01-s.-2015.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.15-s2012.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.15-s2012.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.15-s2012.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.15-s2012.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.19-s2003.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.19-s2003.pdf

O CHED Memorandum Order No. 9, Series of 2003, “Addendum to CMO No. 36.
s. 1998 entitled Policies and Standards on Graduate Education”

O CHED Memorandum Order No. 6, Series of 2003, “Policies and Guidelines on
Transnational Education”

0 CHED Memorandum Order No. 36, Series of 1998, “Policies and Standards on

Graduate Education”

Magna Carta for Disabled Persons

RA 11053: Anti-Hazing Act of 2018

Special Protection of Children Against Abuse, Exploitation, and Discrimination Act
Students’ Rights Against Unreasonable Searches and Seizures

RA 7079: The Campus Journalism Act of 1991
Data Privacy Act of 2012

Electronic Commerce Act of 2000
Ecological Solid Waste Management Act of 2000
RA 8485: The Animal Welfare Act of 1998

Barangay Ordinance No. 03 S-2012: An Ordinance Prohibiting the Serving of Liquor to

Students Before 6:00 PM on Any Day and Providing Penalties for Violations Thereof
Dangerous Drugs Board, BR No. 3, Series of 2009

Tobacco Regulation Act of 2003

Comprehensive Dangerous Drugs Act of 2002

Gender-Related Laws and Issuances
o RA 7877: Anti-Sexual Harassment Act of 1995
RA 11313: Safe Spaces Act of 2019

Quezon City Ordinance No. SP-1401, 2-2004: Gender & Development Code
CHED MO 01.2015: Policies & Guidelines on Gender and Development

Magna Carta for Women
RA 9262: Anti-Violence Against Women and their Children Act of 2004

O O O O O
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https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.09-s2003.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.06-s2003.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.06-s2003.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.36-s1998.pdf
https://ched.gov.ph/wp-content/uploads/2017/10/CMO-No.36-s1998.pdf
https://legacy.senate.gov.ph/lisdata/74466662!.pdf
https://www.officialgazette.gov.ph/downloads/2018/06jun/20180629-RA-11053-RRD.pdf
https://legacy.senate.gov.ph/lisdata/64915377!.pdf
https://legacy.senate.gov.ph/lisdata/83026855!.pdf
https://legacy.senate.gov.ph/lisdata/3193528789!.pdf
https://privacy.gov.ph/data-privacy-act/
https://legacy.senate.gov.ph/lisdata/3333330170!.pdf
https://www.officialgazette.gov.ph/2001/01/26/republic-act-no-9003-s-2001/
https://www.officialgazette.gov.ph/1998/02/11/republic-act-no-8485/
http://www.quezoncitycouncil.ph/agendas/ADDENDUM-2-(7-16-2012)pabalat.pdf
http://www.quezoncitycouncil.ph/agendas/ADDENDUM-2-(7-16-2012)pabalat.pdf
https://ddb.gov.ph/images/Board_Regulation/2009/BD.%20REG3%20%2009.pdf
https://www.officialgazette.gov.ph/2003/06/23/republic-act-no-9211/
https://legacy.senate.gov.ph/lisdata/81856680!.pdf
https://pcw.gov.ph/republic-act-7877-anti-sexual-harassment-act-of-1995/
https://pcw.gov.ph/faq-republic-act-no-11313/
https://quezoncitycouncil.ph/ordinance/SP/SP-1401,%20S-2004.pdf
https://www.dbm.gov.ph/wp-content/uploads/Calabarzon/GAD/CHED-Memorandum-Order-2015-01.pdf
https://pcw.gov.ph/magna-carta-of-women/
https://www.officialgazette.gov.ph/2004/03/08/republic-act-no-9262-s-2004/

ADDENDUM



List of Addenda

. Policy and Guidelines on Authorship and Co-authorship

Guidelines on the Responsible Use of Generative Artificial Intelligence (GenAl)
in Higher Education

. Updated Comprehensive Exam Guidelines
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https://drive.google.com/file/d/1AaWq3XUsPW168XD3Co-yL4Ww0DTM_Z6h/view
https://docs.google.com/document/d/1_tKIahan6fH2gJrXkXr5ZKqkj39Pkv7d/edit?tab=t.0
https://docs.google.com/document/d/1_tKIahan6fH2gJrXkXr5ZKqkj39Pkv7d/edit?tab=t.0
https://www.ateneo.edu/document/memorandum/2024/10/08/updated-comprehensive-exam-guidelines-graduate-students-gbseald-soh

