






Section 2. Counseling. It refers to helping process between the counselor and the student with
special needs and PWD. The counselor assists the student/s for them to cope up with their
personal-social, academic and career development concerns. It could be conducted individually
and/or group, and be availed through walk-in and/or referral. It is gender sensitive and non
discriminative.

2.1 Students with special needs and PWDs are always welcome to visit their guidance
counselors/facilitators at the guidance office for counseling.

2.2 Counseling may be conducted individually or by group depending on the nature
of the concem/s of the client/s.

2.3 Remarks of the session shall be properly logged.
2.4 Students shall log in the OGC logbook and answer a Counselor's Evaluation

Form for proper recording and evaluation.

Section 3. Referral. Faculty, parents, university officials, students and concerned individuals
may make referrals to the guidance office. Referrals are advisable to students who need
assistance from the counselor/facilitator who have learning difficulties, absenteeism, have
difficulty with inter-personal relationships, and manifest observable changes in behavior and the
like.

3.1 The guidance counselor/facilitator provides faculty members/ class advisers of
counseling referral forms which are also available at the dean's office and faculty
room.

3.2 If the parent/guardian, faculty, student, administrator see a need for counseling, a
referral form is accomplished and forwarded to the OGC.

3.3 The guidance counselor/facilitator issues a call slip to the concerned student or
through the class adviser.

3.4 Individual or group counseling is conducted as scheduled.
3.5 The guidance counselor/facilitator provides a copy of the counseling form

(feedback slip) with counselor's remarks to the parent/guardian, faculty,
administrator or student concerned.

3.6 Remarks of the session shall be properly logged.
3.7 Students shall log in the OGC logbook and answer a Counselor's Evaluation

Form for proper recording and evaluation.

Section 4. Consultation. It is a process by which sharing and analyzing gathered information
with the administration. faculty and parents/guardians to facilitate decision making and think of
ways on how to help the student/s better. This is necessary for program development and
improvement of services.

4.1 Guidance counselor/facilitator informs the concerned administrator, faculty and
parent/guardian regarding consultation.

4.2 Guidance counselor/facilitator arranges the meeting of the concerned
administrator, faculty and parent/guardian and finding their common time of
availability.

4.3 Consultation shall take place in the OGC or any secure place.
4.4 The guidance counselor/facilitator together with the concerned administrator,

faculty and parent/guardian discuss the concem/s of the student/s and facilitate
decision making and strategies on how to better help the student/s with special
needs and PWDs.

4.5 Feedback is solicited to the concerned student, faculty and parent/guardian that
can serve as a basis for the improvement of services.

4.6 Remarks of the session shall be properly logged.

Section 5. Social Support. It is the development of support from fellow students with special
needs, PWDs, students, faculty members, administrators, mental health professionals,
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parents/guardians, etc. Includes small groups/peer intervention programs/prevention groups. 

5.1 Guidance Head/Coordinators/Guidance facilitator/s and Parents shall work with 
the students with special needs and PWDs and encourage them to form a support 
group. 

5.2 After forming and/or inviting a support group, the guidance head, coordinator and 
facilitators assist and monitor the group. 

5.3 The group shall communicate, coordinate and collaborate with the Office of 
Student Affairs and Services (OSAS), faculty and parents if they want to conduct 
an activity. 

5.4 Assistant Director shall review and recommend for approval of the activities of 
the support group/s and monitor them. 

5.5 Guidance Head/Coordinators must supervise meetings/sessions of the support groups. 

Section 6. Referral for Further Assistance from Outside Agencies/Organization. 

6.1 Referral for further assistance from outside agencies/organization occurs when the 
guidance counselor/facilitator assesses and sees that the case at hand is beyond 
his/her capacity. 

6.2 In cases professional help is needed, further assistance is sought in coordination 
with outside agencies and organizations. 

6.3 A case conference between the OGC, SSN and PWD personnel can be done to 
come up with the best appropriate decision regarding the case at hand. 

6.4 Parents and guardians must be notified in writing. 
6.5 Faculty, concerned individuals, guidance counselor and members of the 

administration can initiate the referral process with due notification to the 
assistant director of OGC. They may assume responsibility of making referrals to 
outside agencies for further assistance. 

6.6 Available referral form from outside agencies is filled out by the adviser/ 
concerned teacher/ parent/ guidance counselor and concerned individuals that 
observed or felt the need to refer their student/s to outside agencies/ 
organizations/individuals. 

6. 7 Documents and procedures done for referrals are logged in the guidance log book.

Section 7. Provision of express lanes for Students with Special Needs (SSN) and Persons 
with Disability (PWD). Provision of express lanes for SSN and PWDs in all of the University's 
facilities must be present and provided; in the absence thereof, priority shall be given to them. 

ARTICLE VI 

MANDATORY EVALUATION AND REVIEW 

By the end of each academic year, the University shall conduct a mandatory review of the policy 
as to the status of its implementation and compliance to existing laws and regulations for 
possible revisions or amendments. 

ARTICLE VII 
EFFECTIVITY 

The policies and procedures of the Services for Students with Special Needs and Persons With 
Disabilities shall take effect upon the approval of the University Board of Regents and shall be 
effective unless otherwise repealed or amended. 
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