
 

 

UV Scholarship Program: Empowering Equitable Access to Quality Education for All 
 

 

The University of the Visayas (UV) demonstrates a strong commitment to meaningful 

education around the Sustainable Development Goals (SDGs), ensuring that learning is 

attuned, relevant and applicable to all students. SDG principles are integrated across 

academic programs, community outreach, research, co-curricular activities, and scholarship 

programs, providing equitable access to opportunities for learners from diverse backgrounds.  

The UV offers a variety of scholarship programs to support students from different 

backgrounds and needs. Academic scholarships provide substantial tuition discounts and 

there are also athletics and cultural scholarships for students active in sports or arts, granting 

tuition relief in exchange for their contributions. For those who need financial support while 

studying, UV offers non-academic or student-assistantship scholarships, allowing students to 

work part-time while completing their studies. Additionally, UV accepts externally funded 

scholarships and grants — including government-sponsored aid and local government 

scholarship programs — widening access to higher education. Through these programs, UV 

demonstrates its commitment to accessible, inclusive education, giving deserving students 

the opportunity to pursue their academic goals regardless of economic or social background. 

For the 1st semester of AY 2024-2025, there are a total of 4,346 students who became 

recipients of the various scholarship programs broken down as follows:  2,586 students for 

academic scholarships, 52 students for athletics, 86 for cultural, 231 for student 

assistantships and 1,391 students for other discounts and privileges. 

Through courses, seminars, research projects, and partnerships with government agencies, 

NGOs, and local communities, UV equips students with the knowledge and skills to address 

social, environmental, and economic challenges locally and regionally. By embedding SDG 

awareness into curricula and campus initiatives and activities including scholarships, the 

university fosters socially responsible and updated graduates who are prepared to contribute 

meaningfully to sustainable development locally, nationally, and globally. 

Evidence  Links 

Summary of Beneficiaries for Scholarships & Privileges, AY 2024-2025 -Attached- 

Summary of Memorandum of Agreements with Partners -Attached- 

Policy on Academic Scholarship Programs -Attached- 

Guidelines on Non-Academic Scholarship Programs -Attached- 
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1.0 Objective 

 

To establish guidelines for the screening and qualification process of the academic 

scholarship program for the incoming freshmen of the University. 

 

2.0 Scope 

 

The guidelines shall be applicable to all students of the University across all campuses 

who  will apply for the academic scholarship program in any of the baccalaureate 

programs including Juris Doctor (JD). 

 

3.0 Policies 

 

3.1 Incoming Freshman 

 

3.1.1 Shall fill up the application for scholarship privileges and submit with 

the required supporting documents to the office of the scholarship and 

privileges for evaluation. 

 

3.1.2 Shall pay the qualifying exam fee to the teller of the Finance and 

Accounting Department. 

 

3.1.3 Shall take and pass the qualifying examination to be administered by 

the Psychometrician-Student Affairs Services Center. The applicant 

should at least get an “average” category to qualify. 

 

3.1.4 The privileges granted to entrance scholars shall be for one academic 

year only. The scholar should meet the grade requirement and pass the 

qualifying examination to continuously avail of the privileges. 

 

3.2 The scholar should carry a full load per term according to the program of 

studies. 

 

3.3 Scholarship privileges granted to a continuing scholar shall be good for the 

current semester/term only. Grades for the current semester should be 

submitted to the scholarship coordinator for evaluation. 

 

3.4 To maintain the scholarship privilege, the student has to pass the qualifying 

examination and meet the grade requirements as specified in the scholarship 

privileges table. 

 

3.5 A year level discipline based qualifying examination will be administered to 

the existing scholars. (i.e., incoming 2nd year/ incoming 3rd year and 

incoming 4th year). 

 

3.6 The Scholarship Coordinator shall post the schedule and venue of the year 

level s scholarship qualifying examination. 

 
3.7 The year level discipline based qualifying examination shall be administered 

by the Program Coordinator of the college where the scholar is enrolled. The 
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results will be forwarded to the Scholarship Coordinator for consideration. 

 
3.8 The SPO shall submit the consolidated list of qualified scholars to the office 

of the              Chief Academic Officer. 

 
3.9 The Chief Academic Officer shall endorse the consolidated list of qualified 

academic          scholars to the office of the Chief Finance and Administrative 

Officer and Chief Executive Officer for approval. 

 
3.10 The Chief Finance and Administrative Officer and Chief Executive Officer shall 

approve the official list of scholars/grantees. 

 
3.11 The approved list shall be forwarded to the Students’ Accounts In-Charge to 

effect  entries into the ledger of respective qualified scholars. 

 
3.12 The following offices shall be given a copy of the approved list of 

scholars/grantees and their privileges for their information, guidance & 

monitoring: 

 
3.12.1 Scholarship and Privileges Office (SPO) 

3.12.2 Student Affairs and Services Center (SASC) 

3.12.3 Student Records and Management Department (SRMD) 

3.12.4 Principal 

 

3.13 The Coordinator-SPO shall accordingly communicate the results to the 

applicants. 

 

3.14 The privileges granted is conditioned upon the scholar’s faithful compliance 

with all the school rules and regulations as well as those pertaining to the 

privileges availed. Any breach committed deemed punishable under the 

Students’ Manual is a ground for the discontinuance of the scholarship 

granted. 

 
3.15 Qualifying Examination in Flexible Learning 

 
3.15.1 The following guidelines must be strictly observed by the examinee of  

the           qualifying exam: 

3.15.1.1 The camera shall be open for the whole duration of the 

examination. 

3.15.1.2 The examination shall be taken for one (1) hour duration. 

3.15.1.3 Coaching and/or cheating is not allowed. 

3.15.1.4 Programmable calculator is strictly prohibited. 

3.15.1.5 Opening of any browser is not allowed. 

3.15.1.6 In case the applicant will be disconnected during the 

conduct of the examination due to internet connectivity 

issues, he/she shall notify the proctor if he/ she is able to 

reconnect in the virtual room for at most 5 minutes. If he/ 

she is not able to reconnect in the virtual room on the 

duration allotted (time≤5 minutes), the applicant will be 

rescheduled or may not for another examination 
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depending on the given circumstances. 

3.15.1.7 Any violation of the above rules shall disqualify the 

applicant from being granted in any kind of scholarships 

offered in the institution.  

 

3.16 Scholarship Privileges 

 

3.16.1 Entrance Scholarship 

 

3.16.1.1 Juris Doctor 

 

Honors Received Qualifying 

Exam 

Privileges 

Tuition Miscellaneous 

Summa/Magna Cum Laude average Full free   Full free 

Cum Laude average Full free  Pay 

 

3.16.1.2 Any Four-Year Tertiary Program 

 

 

Honors Received 

Qualifying 

Exam 

Privileges 

Tuition Miscellaneous 

With highest honors average Full free Full free 

With high honors average Full free Pay 

With honors average 75% Pay 

 

3.16.1.3 Continuing Scholarship Privileges for Four Year 

Tertiary/Juris Doctor Program 

 

 

GWA 

Qualifying 

Exam 

Privileges 

Tuition Miscellaneous 

1.00-1.20 with no grade 

below 1.5 in any subject 

pass Full free Full free 

1.21-1.45 with no grade 

below 1.7 in any subject 

pass Full free Pay 

1.46-1.70 with no grade below 

2.0 in any subject 

pass 75% Pay 
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4.0 Narrative Procedures 

 

4.1 Entrance Scholarship 

 

 

4.2 Continuing Student Scholarship 

 

 

 

 

 

 

 

 

Person Responsible Activities 

Applicant 1. Fills out the Application Form and submits with the required 

documents to the scholarship coordinator upon application 

1.1 Application Form 

1.2 Certificate of Honors 

1.3 Report Card 

1.4 Certificate of Good Moral Character 

1.5 Orient the stakeholders of the Policy 

Admission Specialist 2. Reviews the authenticity of the documents. 

3. Advises the qualified applicant on the schedule of the 

examination and to pay the exam fees to the accounting. 

4. Endorses the initial list of applicants to the office of the SASC. 

 Applicant 5. Pays to the Teller-FAD. 

6. Takes the exam according to the schedule. 

Teller 7. Accepts payment and issue receipt. 

Psychometrician 

 

8. Administers the qualifying examination for incoming  

freshman following the guidelines. 

9. Submits the results of the examination to the Dean. 

10. Submit to the Accounting Receivable and Billing Scholarship 

Supervisor the verified list of applicants who qualify for the 

scholarship. 

Person Responsible Activities 

Program Coordinator 1. Administers the year level discipline based qualifying 

examination. 

2. Submits the results to the Coordinator of SPO. 

Accounting Receivable 

and Billing Scholarship 

Supervisor 

3. Consolidates, finalizes, and submits the list to the CAO for 

endorsement. 

CFAO / CEO 
4. Approves the list of qualified scholars. 

  

Students’ Accounts’ In-

Charge 

5. Effects entries into the respective ledger of the grantees. 

SPO/SASC/SRMD 

 

6. Gets a copy of the approved list of grantees/scholars. 
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1.0. Objectives 

 

The Non-Academic Scholarship Program for Student Assistants at the University of the Visayas 

is designed to provide meaningful support to qualified students by offering opportunities for 

compensated service within the university setting. This program aims to provide an inclusive 

pathway for students to access higher education through financial assistance, while also 

engaging them in structured work experiences that foster academic and personal growth. 

 

Through this guideline, the University aims to standardize the recruitment, deployment, and 

supervision of Student Assistants across all campuses, ensuring transparency, consistency, and 

alignment with institutional values. It also affirms the university’s commitment to protecting 

Student Assistants' welfare, dignity, and academic priorities by outlining clear responsibilities 

and safeguarding them from exploitative practices or inappropriate work assignments. 

Moreover, the program enhances the operational efficiency of various offices and departments 

by integrating Student Assistants into support functions that are directly relevant to university 

operations in a responsible manner. Ultimately, this policy fosters a developmental and ethical 

working environment where Student Assistants can contribute meaningfully while preparing 

themselves for future academic and professional success. 

 

1.0 Scope 

 

1.1 This policy applies to all Student Assistants of the University, both from the Main and 

Satellite Campuses 

2.0 Reference/s 

 

3.0 Policies 

 

3.1 Admission and Eligibility Conditions 

1. Departments, Offices, and Units in need of the services of Student Assistants shall send 

an approved and documented request to the HRD for deployment. 

 

2. The following are the essential criteria for the admission of Student Assistants: 

a. Willing and Able to render office-related work. 
b. Must have passed the Recruitment and Selection Process. 

 

3. All candidates who have successfully passed the entrance examinations shall undergo 

the Recruitment and Selection Process of the University 

4. All newly accepted Student Assistants must attend a mandatory orientation facilitated 

by the HRD-LD before deployment. Attendance is a prerequisite for activation of 

scholarship privileges. 
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3.2 BENEFITS AND ENROLMENT PROCESS 

 

1. In exchange for the valuable service that student assistants provide for the University, 

student assistants shall be eligible to enroll up to a maximum of 18 units, equivalent to 

6 subjects, per semester and six (6) units, equivalent to two (2) subjects, for every 

special period with full free tuition privilege. 

2. Student Assistants shall undergo the enrolment process 1 week before the start of the 

semester, according to the specified schedule from the University Calendar of Activities. 

3. Student Assistants shall undergo the enrolment process according to the guidelines set 

by the University. 

4. Departments and Offices shall send the required documents for scholarship 

endorsement to the Human Resources Department. 

5. Student Assistants shall submit their official class schedules to HRD upon enrollment. 

Any schedule conflict must be endorsed by the department head with justification. 

6. Students receiving other full scholarships must declare such to the HRD. Double full- 

benefit privileges are not allowed unless explicitly approved by the Scholarship Office. 

3.3 OFFICE ASSIGNMENT 

 

1. The Human Resources Department shall assign a Student Assistant following the 

approved number of Student Assistants per office. Transfer from one office to 

another may only be possible upon the request of the head for the following 

reasons: 

a. The responsibility in the current office jeopardizes the overall health and 

safety of the Student Assistant 

b. Dissolution of the section 

2. Student Assistants may not be assigned under the direct supervision of relatives 

up to the fourth degree of consanguinity or affinity, or individuals with whom 

they have a close personal relationship. 

3. Assigning student assistants to an office is a privilege the university 

administration provides to assist heads of offices in accomplishing their goals 

and targets. 

4. This privilege may be removed if necessary, as the University Administration 

decides, following any violations against this guideline or any proven case of 

maltreatment of Student Assistants assigned in any department. 

 

3.4 SERVICE HOURS AND STUDENT ASSISTANT RESPONSIBILITIES 

 

1. The Student Assistant shall render service for at least 4 to 6 hours daily, as 

agreed upon between the Department and the Student Assistant. Adjustments 

to working hours during examination periods or unforeseen academic demands 

may be arranged with prior approval. The following schedule may be applied: 

a. Morning: 7:00 AM to 2:00 PM (12:00 to 1:00 PM Lunch Break excluded from 

the scholarship period) 

b. Afternoon/Evening: 2:00 PM to 9:00 PM (6:00 to 7:00 PM Dinner Break 

excluded from the scholarship period) 

c. Other arrangements may be applied, provided that the minimum and 

maximum hours are followed without any broken schedule. 
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2. All work rendered beyond 6 hours per day must be documented and approved 

in writing by the HRD 

3. Work schedules may include Saturdays and Sundays, depending on the 

operational needs of the office, provided that the student assistant will still 

receive two resting days. 

4. During preparation for Accreditations, College Inspections, Audits, and other 

critical days, Student assistants shall be required to render additional hours. 

5. In case of illness or emergency, Student Assistants must notify the department 

within 24 hours and submit documentation (e.g., medical certificate) within three 

working days. 

6. Three or more unexcused absences per month shall trigger a performance 

review. Absences must be justified with written documentation submitted within 

24 hours. 

7. No Student Assistant shall be assigned to work outside the University premises 

unless a written request and approval form is submitted to and cleared by the 

HRD-LD. 

8. All Student Assistants shall record daily log-in and log-out times, verified by their 

immediate supervisor. False or manipulated records constitute dishonesty.. 

9. Student Assistants shall personally perform all assigned tasks. Delegation of 

responsibilities to unauthorized individuals is strictly prohibited and subject to 

disciplinary action. 

10. Student Assistants are expected to maintain professional boundaries and shall 

not use their affiliation or office access to gain undue advantage in academic or 

personal affairs. 

 

3.5 DRESS CODE - Student Assistants are expected to observe professional behavior and 

dress appropriately during their duty hours. 

3.6 STUDENT ASSISTANT WELFARE AND ACADEMIC PRIORITY 

 

1. The University recognizes the importance of the Student Assistant’s mental and 

physical well-being. The Student Assistant may seek counseling or support from 

wellness services through the Student Affairs and Services Center if they 

experience undue stress in their assigned department or academic challenges. 

2. Prohibited Activities: The Department is forbidden from asking the Student 

Assistant to perform personal favors, including but not limited to: 

 

a. Carrying duplicated keys for office doors, desks, or locked equipment. 

b. Forward documents containing personal information not sealed to an 

envelope or any enclosure 

c. Reading or handling highly confidential documents. 

d. Depositing or withdrawing money from any employee’s accounts. 

e. Running errands that are unrelated to the official Department’s business. 

f. Purchasing personal items for any employee within the Department. 

g. Using personal funds to pay for any employee’s expenses. 

h. Cleaning or maintaining employees' personal belongings, such as their 

vehicles or items. 

i. Babysitting or attending to any employee’s family matters. 
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j. Working outside university premises unless it is an officially sanctioned 

activity, and performing domestic chores for any employee, such as buying 

groceries or preparing meals. 

k. Assisting with non-University-related paperwork, such as filling out personal 

forms. 

l. Any other activity not aligned with the University’s official business or 

Student Assistant duties. 

m. Remain in the office beyond the agreed schedule except for exceptional 

circumstances, such as critical periods involving audits, inspections, or other 

urgent and necessary matters. 

 

3. Student Assistants must not be required to perform office-related tasks during 

their class hours or mandatory academic activities. Each department shall align 

task assignments with the official class schedule submitted at the start of the 

semester. 

4. Any supervisor who knowingly violates the provisions of this policy or condones 

the mistreatment of Student Assistants shall be subject to disciplinary action 

under the University’s Grievance Policy, including removal of privilege to 

supervise Student Assistants. 

5. Student Assistants have the right to decline any task that respectfully: 

 

a. Is not within the scope of their assigned duties; 

b. Conflicts with their academic requirements or wellness; 

c. Involves any employee's personal errands, financial obligations, or domestic 

matters. 

 

6. The HRD-LD and Student Affairs and Services Center shall jointly facilitate 

periodic well-being check-ins and feedback collection from Student Assistants at 

least once per semester. This shall include: 

 

a. Self-assessment of workload balance 

b. Experience with supervision 

c. Suggestions for program improvement 

 

7. Where applicable, departments shall observe a fair and reasonable distribution 

of work hours and assignments among Student Assistants to avoid 

overdependence on one individual and to promote a developmental learning 

environment. 

8. Student Assistants who raise concerns or file grievances in good faith shall be 

protected from retaliation. Any act of reprisal, intimidation, or threat shall be 

investigated and penalized in accordance with the University's Grievance Policy. 
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3.7 PERFORMANCE APPRAISAL 

 

1. The Student Assistant shall strive to achieve a satisfactory performance rating 

based on the Evaluation Process. The Department will provide constructive 

feedback to support the Student Assistant's growth. 

2. Failure to meet expectations may lead to disqualification from the Non-Academic 

Scholarship Program. 

 

3.8 SCHOLARSHIP RETENTION 

1. Continuation in the program is subject to semester-end evaluation. Student 

Assistants shall receive formal confirmation or non-renewal from the HRD-LD 

before the next term. 

2. Student Assistants must maintain a minimum general weighted average (GWA) 

of 2.5 (or equivalent) per semester to retain eligibility for the Non-Academic 

Scholarship 

3. Due to the Scholarship’s working nature, the Student Assistant is subject to the 

Employee Code of Conduct provisions. The scholarship may be terminated due 

to violations of the Non-Academic Scholarship Program Policies and Employee 

Code of Conduct, following due process. A written notice will be issued, allowing 

the Student Assistant to respond or appeal within five (5) working days. 

4. Student Assistants may serve for up to eight consecutive semesters (four 

academic years), extendable upon recommendation and evaluation approval. 

 

3.9 RESIGNATION AND SEPARATION 

1. The Student Assistant must provide a formal resignation letter at least two (2) 

weeks before their intended last day. 

2. Student Assistants who resigned mid-semester shall pay fees equivalent to the 

remaining period following the resignation’s effectivity date. 

3. Upon resignation or termination, all digital accounts, access rights, and 

communication platform permissions shall be revoked within 48 hours. Former 

Student Assistants are prohibited from accessing internal platforms unless re- 

engaged. 

 

3.10 SEPARATION CLEARANCE 

 

1. The Student Assistant shall complete a clearance before the intended last day of 

work. Uncleared Student Assistants are subject to having their scholarship 

terminated and will pay their tuition fees for the whole semester. Guardians may 

complete the clearance on behalf of the Student Assistant in case of disability. 



 
Version no. 
1 

Manual Title : 
ADMINISTRATIVE MANUAL 

Document No. 

 
 

 

University 
of the Visayas 

Document Name: 

Non-Academic Scholarship for Student 
Assistants 
(Guidelines) 

Version No. 
1 

Effectivity Date: 

Page No. 6 

  

 

3.11 GRIEVANCE MECHANISM 

 

1. The Student Assistant shall report any concerns or misconduct involving the 

Department or University personnel in writing to the HRD-LD office or through 

the Student Affairs and Services Center. Reports will be handled confidentially 

and resolved following established grievance procedures. 

2. All written concerns or complaints raised by Student Assistants shall be 

addressed within fifteen (15) working days from receipt, with formal 

acknowledgment and interim protective measures if necessary. 

3. While Student Assistants are encouraged to report valid concerns, the filing of 

malicious or knowingly false complaints shall be subject to disciplinary review. 

 

3.12 PRIVACY 

 

1. All employees shall always observe compliance with data privacy to ensure the 

confidentiality of all sensitive and confidential information of the university. 
2. Employees, through their Heads, are encouraged to channel their questions 

relating to Data Privacy to the University’s Data Privacy Officer. 

3. Student Assistants shall sign Non-Disclosure Agreement and follow university 

protocols when handling digital files, emails, and information systems. Violation 

shall result in dismissal from the program. 

 

3.13 ADMINISTRATION 

 

1. The Human Resources Department, in coordination with all departments, offices, 

and units, will administer the full implementation of this policy upon approval of 

the university’s administration. 

2. The HRD-LD, in collaboration with the Student Affairs and Services Center, shall 

conduct spot checks, interviews, and confidential surveys to assess compliance 

with this policy. Non-compliance by any department shall be subject to 

administrative review and may lead to revocation of the privilege to assign 

Student Assistants. 

3.14 REPEALING CLAUSE 

 

Any other policy, practice, orders, or regulation contrary to or inconsistent with the 

provisions of this policy is hereby repealed, modified, or amended accordingly. 
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4 Narrative Procedures 

 

Recruitment and Selection 

 
Person Responsible Activities 

Requesting 

Department 

Sends requisition for deployment of Student Assistants (New 

Item or for Replacement) 

 

HRD Office 

Receives and screens received requisitions. Provides initial 

feedback and screening process for approval or denial of the 
request. Once verified, forwards requests to the approving body 

 

HRD Office 

Initiates the Recruitment and Selection process for Student 
Assistant according to the provisions of the Recruitment and 

Selection Policy 

HRD Office 
Facilitates prospective SA to the requesting department for skills 

evaluation 

Senior Leaders 
Evaluates prospective SA and provides recommendations for 

either acceptance or denial of the scholarship application 

 

HRD Office 

Provides information to the applicant for either acceptance or 

rejection of the application. Informs the applicant of the official 

starting day. 

 

HRD Office 
Records all received documents and stores such in the Student 

Assistant’s 201 File. 

Enrolment Process 

 
Person Responsible Activities 

 

HRD Office 

Provides information to Senior Leaders and Student Assistants 
for the schedule of the Enrolment Process and provides the 

necessary Forms 

 

HRD Office 

Receives documents submitted by Departments affecting Student 

Assistant’s scholarship privileges (Evaluation Result, 

Recommendation) 

Student Assistant Proceeds with the Enrolment Process 

 

Student Assistant 

Sends a copy of documents from the enrolment process (Study 

Load, Memorandum of Agreement) to the Human Resources 
Department, 

 

HRD Office 

Receives and Screens submitted documents for verification. 

Prepare a master list attached with necessary documents for the 

endorsement of the Finance and Accounting Department. 

Billing and 

Accounts 

Receivable In- 

Charge 

 

Receives submitted documents for account adjustments of 

Student Assistants. 

HRD Office 
Sends a copy of the Final List of Student Assistants for the 

Semester to the Scholarship Coordinator. 
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3.0 List of Forms 

 
3.6 Student Assistant Deployment Requisition Form 

3.7 Student Assistant Recruitment and Selection Checklist 

3.8 Application for Scholarship Privileges 

3.9 Memorandum of Agreement 

 

 




