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This Student Affairs Manual (SAM) is authorized for use in Philippine Science High
School System (PSHSS). It is prepared for the purpose of defining the institution’s
policies and procedures on student activities. It is established in line with the
institution's objectives and commitment to total customer satisfaction and guality
education.

Compliance to the provisions of this SAM and reference procedures cited herein is

mandatory. This manual shall serve as a guide to the regular performance of our

activities and to the continuous improvement of our secondary education curriculum,
and support services.

It is intended for office and academic use, and serves all PSHSS management,
teaching and non-teaching employees, as well as assessors from an independent
quality certification body.

1. DISTRIBUTION
This manual is confidential and proprietary to PSHSS. The holders of controlled
copies of this manual are responsible for its updating as new revisions are issued,

and ensuring that it is readily available to other office personnel, if required.

The copy holders of this manual are documented in the Document Approval and
Distribution Matrix.

Uncontrolled copies may be provided to individuals as deemed appropriate by the
Quality Management Representative (QMR) of PSHSS.
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2, ACCOUNTABILITY

Controlled copies of this manual are considered accountable items. Holders of the
controlled copies shall be required to surrender their copies to the Quality

Management System Office (QMSO) upon their resignation or retirement from the
institution.

This manual may be reproduced for other PSHSS Management and employees or
outside parties upon approval of the QMR. All reproduction shall be considered
uncontrolied copies. Employees issuing uncontrolled copies of this manual shall be
held accountable for their use. (See QM 13.1, “Control of Documented Information”)

3. MAINTENANCE AND CHANGE CONTROL (REVISION)

The QMSO shall be the sole issuer of the authorized revision to this manual. It shall

provide recipients of the controlled copies of this manual with amendments or any
updates.

The recipients of the manual shall not put hand-written notes on the manual. This is
to avoid misinterpretation by the reader.

Only the controlled copies shall be considered as latest official version.
Amendments or updates to the manual shall be provided to the recipients of
controlled copies. Latest revisions shall be recorded in the Table of Contents of this
manual.

If there is a new version of the Student Affairs Manual (SAM), the QMSO shall
retrieve the controlled copies of the current version and replace these with the latest
version. The QMSO shall be responsible for disposing superseded version of the
controlled copies.
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4. FEEDBACK

Any comments, suggestions, or questions regarding the Quality Management
System and its documentation may be forwarded to the QMR. A Document Change
Request Form available at the QUMSO must be accomplished for every revision and
submitted it with the supporting documentation (if any) to the QMR.
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