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The Management

WELCOME
Over the years, since our establishment in 2003, we, at Monol International Education Institute, have always been 

committed to providing students with quality education and service. We strive to be the best language learning 
center in Baguio City by continuously improving our education system and strengthening our commitment to cater 

to the needs of students. At the same time, we make every effort to maintain and be consistent with our rules and 
standardized practices to foster a productive, safe, and healthy learning environment for you. 

To guide you more on your stay in Monol, we have provided you this Student Handbook, which will answer many of 
the questions you have about studying and living in the Philippines.

As you begin your journey with us, we wish that, with an open mind and heart, you look forward to making new 
friends and exploring new cultures while learning English.

We hope that you have a great time with us and that you find our services useful and sufficient for your needs.

Securities and Exchange 
Commission

Bureau of Immigration 
Accreditation

TESDA
TVET Program

Business Permit
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ABOUT MONOL

1 ABOUT MONOL

1.1. LOCATION AND FACILITIES
Monol is situated amid the lush hills of pine trees and among the 
good-natured people of Baguio City, Philippines. It is located on the 
peaceful and quiet neighborhood of Purok 9, Tacay Road, Pinsao Proper 
Barangay, which is 10-15 minutes away from the Central Business 
District of the city. 

The academy is a 14-storey building composed of 90 dormitory rooms 
for the students’ accommodations and 162 classrooms; 120 of which 
are for man-to-man classes, while the remaining 42 are for group 
classes. It has a wide dining area for teachers and students, as well as a 
computer room, gym, sauna and recreational facilities for outdoor and 
indoor sports. 

Monol’s class hours are from 08:00-17:00 every Mondays to Fridays. 
To ensure the safety of the students, a monitoring and patrol system is 
enforced from 07:30-24:00 every Mondays to Fridays and a 24-hour 

security around the campus. 

1.2. HISTORY AND ACHIEVEMENTS

B3 OFFICE FLOOR PLAN

2014 Launched TOEIC Listening and Reading and 
Intensive Speaking ESL

2007 Opened the MARTIN Campus in Baguio City
Conducted a language course at the Jinju Gyeongsang 
University

2013 Launched the new curriculum for General ESL 2006 Conducted a language course at Center for  Language 
Studies Program, Jinju University

2011 Launched International Foundation Group 2005 Opened the BRENTWOOD Campus in Baguio  City

2010 Launched EMONOL Online English classes 2004 Launched the Junior English Camp

2008 Became a recommended English Institute by 
the Department of Tourism in the Philippines
Officially transfered to its current location at 
Tacay Road, Pinsao Proper Barangay, Baguio 
City

2003 Formally launched as a language school in Baguio City 
Recognized to conduct and offer language courses 
by the Technical Education and Skills Development 
Authority  (TESDA) and the Bureau of Immigration of 
the Philippines
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DEPARTMENTS

1.3. DEPARTMENTS

1.3.1. Office of the Administrator

The overall management of activities and needs of students and employees are 

supervised and overseen by the Office of the Administrator (ADMIN). It branches 

out to the Performance, Training, and Hiring Department as well as on the 

internal and external communications of the academy. Student records, class 

schedules, passports, and visas are also secured under ADMIN. Compliance of 

students to legal procedures such as Special Study Permit application and visa 

extensions are handled by this department as well.

1.3.2. Curriculum Development and Evaluation (CDED)

The Curriculum Development and Evaluation Department (CDED) develops 

the necessary materials and media for the different needs of the academy’s 

courses and coordinates with the training and teaching departments for its 

implementation and evaluation. 

1.3.3. Teaching Departments

1.3.3.1. General ESL

The General ESL course is designed to provide education  to non-native 

speakers of English in the areas of listening,  speaking, reading, writing, 

pronunciation and grammar. There are two courses under the General ESL 

program: Regular ESL and Intensive Speaking ESL.

1.3.3.2. Post ESL

Programs under the Post ESL course of Monol address the development 

of skills for academic and professional needs of students as they migrate 

abroad. Courses under the Post ESL program are IELTS, TOEIC, and 

Business English.

1.3.4. Training Department

To ensure consistent facilitation of classes, this department conducts series of trainings to develop the teachers’ skills and methods of instruction 

inside classrooms. 

1.3.5. Accounting and Property Management Department (APMD)

This is the department that manages all of the students’ payments during their stay in Monol. Students also buy their books at APMD.

1.3.6. Accommodation and Service Department (ASD)

ASD is the primary department that is in charge of the lodging needs of the students as well as services that cater to their comfort. ASD ensures 

that each student receives all the essentials to make their stay in Monol pleasant, at the same time, maintains a safe and healthy learning 

environment.

1.3.7. Couseling and Marketing Department (CMD)

CMD is mostly composed of student managers of different nationalities. Through consultations done with students, this department is also 

in-charge of collating feedback from students, which is useful for marketing purposes.

1.3.8. Student Relations Department (SRD)

Ensuring that the concerns and welfare of the students are attended to is the primary duty of the Student Relations Department (SRD). As a 

department that directly interacts with the students, SRD is one of the core enforcers of the academy’s regulations by monitoring conducts and 

managing the activities of the students. 

1.3.9. Management of Information Systems Department (MISD)

Development of internal systems, websites, and internet and network connections is handled by the MISD. It maintains these systems and 

ensures that internet is accessible and available in the campus.

1.3.10. Purchasing and Control Department (PCD)

This department handles and acquires the necessary resources to sustain the academy. It purchases essentials for the maintenance of the 

academy in terms of sanitation, workability and efficiency as well as on the services that fulfill the everyday needs of the students. 
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STUDENT SERVICES

2.1. ACCOMMODATIONS

All Rooms have: separate toilet and bathroom with hot and cold shower, spacious study tables with lamps, wardrobe cabinets with clothes 

hanger, dehumidifier, complete beddings and blankets, and laundry baskets

2.1.1. 3+1 PROGRAM

The 3+1 program of Monol is a unique living arrangement of students with a room teacher, which enhances the relationship of a group 

of people with different cultural backgrounds. This program also includes room discussion with the teacher, which aims for the faster 

learning process of students, at the same time, compels students to practice their skills through interactions in English. 

2.2. PERSONAL BELONGINGS (CMD)

Students can request CMD to secure their most important belongings, such as cash, during their study 

program. Except when the management orders otherwise, CMD is the only authorized department 

that handles these belongings.

2.3. FOOD (ASD)

Students can borrow utensils from the kitchen provided that these are going to be used inside the academy and are going to be handled with 

care. ID cards are surrendered to the kitchen staff for the borrowing of utensils.

2.4. LAUNDRY (ASD)

Monol provides laundry service for students to relieve them the task of doing it themselves. Schedules are set for the receiving and releasing of 

laundry, which are done from Mondays - Saturdays.

2.5. ROOM CLEANING (ASD)

To make the students’ stay more comfortable inside their dormitories, the academy also provides a room cleaning service, which can be done 

during their break time. Students are required to request for this service and schedule it one day before the cleaning. 

2.6. HEALTH CARE (ASD)

2.6.1. Apart from recreational facilities, Monol also has a gym, which is open everyday of the week from 06:00 - 24:00. Students who 

wish to consult a fitness mentor can approach the gym instructor who is available from 15:00 - 24:00 every Mondays to Fridays. Monol 

also offers yoga and Pilates classes, which are available from 17:00 - 21:00.

2.6.2. Monol makes certain that the health concerns of students are attended to by nurses who are available from 08:00-24:00. The 

nurses on-duty also give assistance in scheduling appointments with medical and dental doctors aside from providing initial medication 

for students’ illnesses. 

2 STUDENT SERVICES

Breakfast 06:50-08:00

Lunch  11:50-13:00

Dinner  17:50-19:00

Schedule of Meals:



Pick-up at Terminal 1 for students who take flights from various international airlines except 
Philippine Airlines and Cebu Pacific.
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PICK-UP

2.7. COUNSELING (CMD)

Through regular counseling services, students are able to address their concerns and issues to the student managers. The counseling sessions 

can be in two forms: individual or group consultations. 

2.8. BOOKS (APMD)

APMD provides a booklist to all students as a guide for their needs. The department sets book selling every weekdays from 08:00-11:30 and 

12:30-17:00 after the release of the students’ class schedules. 

2.9. GROUP PICK-UP

Pick-up service (CMD)

Pick-up at Terminal 2 for students who take flights from Philippine Airlines.

Pick-up at Terminal 3 for students who take flights from Cebu Pacific and Air Asia.



2.10. VISA PROCEDURES (ADMIN)

To avoid conflict and inconveniences, Monol inspects and verifies the visa type of students and set schedules for the payment of necessary fees. 

2.10.1. Special Study Permit (SSP)

All students of Monol are required to apply for the SSP as a compliance to the Bureau of Immigration. This is valid for six (6) months 

and can be renewed if students wish to pursue a study program longer than its validity.

2.10.2. The following are the guidelines and fees in waivers and extensions according to passport or nationality:
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South Korea, Japan, Thailand, Saudi Arabia, Vietnam

Type Duration Fee

Visa-free 30 days -

Waiver 29 days 3430 PHP

First Extension (Options)
30/60 days 4700/6000 PHP

Second Extension (Options)
30/60 days 2730/4030 PHP

China and Taiwan

Type Duration Fee

Pre-arranged visa 30/59 days *Paid before arrival

First Extension (Options)
30/60 days 4700/6000 PHP

Second Extension (Options)
30/60 days 2730/4030 PHP

Macau Special Administrative Region (SAR) and Hong 
Kong SAR

Type Duration Fee

Visa-free 7 days -

Initial Admission 14 days 2730 PHP

Waiver 38 days 3430 PHP

First Extension (Options)
30/60 days 4700/6000 PHP

Second 
Extension

(Options)
30/60 days 2730/4030 PHP

Additional fees: (Appplicable to all nationalities)

ACR I-Card 3000 PHP After 59 days

Certificate of 
Residence for 

Temporary Visitor 
[CRTV]

1410 PHP After six (6) months

SSP Renewal 6300 PHP After six (6) months

Annual Fee 310 PHP

If arrival is before Nov. 1 
and visa extension is until 

the first 60 days of the 
following year

Exit Clearance Fee 750 PHP After six (6) months

2.11. TRAVEL INFORMATION AND FLIGHT BOOKING ASSISTANCE (SRD)

Monol provides travel information to students for their weekend or holiday excursions. Aside from recommendations for trips, SRD also assists 

students with flight rebooking and cancellation concerns. 

*Rates listed above may change without prior notice.
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CURRICULUM

2.12. INCOMING MAIL OR PACKAGES (SRD)

All mails and packages of students are received and released by SRD. For security purposes, packages are opened and inspected upon claiming 

to ensure that these bear no harmful contents. SRD exercises the right to confiscate alcohol beverages or any prohibited materials found in 

the students’ package.

2.13. COMPLAINT AND FEEDBACK PROCEDURES

Students of Monol are given the right to raise complaints or give recommendations for the continuous improvement of the academy’s services. 

The following are the procedures for expressing complaints or commendations:

1. Students need to fill a form addressed to concerned departments for their complaints through SRD. 

2. Students can also verbally relay their concerns to student managers of CMD during counseling sessions.

3. Students are required to participate in the regular overall evaluation of the academy’s services. The evaluation takes place during self-

    study every last Monday of a term. SRD compiles the evaluations and forwards the results to the different departments.

2.14. INTERNET (MISD)

Monol has a Computer Room that is open to all students and employees. The campus is also equipped with 50 access points for web surfing 

and for the students’ communication needs. Apart from the classroom areas, the whole campus has WiFi spots.

2.15. SPORTS FACILITIES

Students can freely use and enjoy the sports facilities for billiards, table tennis, basketball, badminton, futsal and golf inside the campus. 

Equipment for these sports, apart from golf, can be borrowed from SRD. 

3 CURRICULUM AND PROGRAMS

Saturday Sunday Monday Tuesday Wednesday Thursday Friday

Pick-up
Self-Study

City Tour
Self-Study

Class day 1

Level Test
Revalidation Test
Orientation
Recognition Day

Class day 2 Class day 3

Sports Night

Class day 4 Class day 5

Self-Study Self-Study

Class day 6 Class day 7 Class day 8 Class day 9 Class day 10

Self-Study Self-Study

Class day 11

IELTS mock exam

Class day 12

TOEIC mock 
exam

Class day 13

Sports Night

Class day 14

Meeting with 
new students

Class day 15

Graduation 
meeting

Self-Study Self-Study

Class day 16

Term Evaluation

Class day 17

Business 
Presentation

Review Class Exercise Class Exam Day

Free Friday
Graduation

3.1. ACADEMIC TERMS

3.1.1. Monthly and Daily Schedules

06:00 ~ Wake up time

06:30 - 07:00 Morning class

07:00 - 08:00 Breakfast

08:00 - 11:50 Regular classes

11:50 - 13:00 Lunch break

13:00 - 16:50 Regular classes

16:50 - 17:50 Break time/Grammar class

17:50 - 19:00 Dinner

19:00 - 22:30 Self-Study/Night class

22:30 ~ Free time/Bed time
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GENERAL ESL

3.2. COURSES

3.2.1. General ESL 
The General ESL program offers two (2) courses: Regular ESL and Intensive Speaking ESL 
with proficiency levels that define the ability of the students to comprehend, express and 
communicate with English. The progress of students are determined every eight  (8) weeks 
with the enforcement of regular examinations, final tests every term, homework, workbook 
output, and various classroom activities.

3.2.1.1. Level Test
A series of level tests are given to new students on their first day to evaluate their skills in 
Listening, Speaking, Writing and Reading as well as on Grammar and Pronunciation. Apart 
from this, Level Tests are given to determine the students’ starting level in the five General ESL 
subjects. Along with the Level Test on the first day is Student Profiling, which is also helpful in 
measuring the students’ ability in using English.

3.2.1.2. Regular ESL
This is an integrative course that covers the main skills in Listening, Reading, Speaking, Writing and Pronunciation. It conducts regular 
examinations for the assessment of students’ skills and establishes complete class guidelines for better facilitation of learning. It 
practices continuous supervision in checking homework and workbooks as well. The course applies a Percentage Grading System to 
evaluate students’ progress and enforces a Bridge Program to students who fail to reach the passing score on every level.

Test Grade Distribution

Listening

Reading / Speaking

Writing

TOTAL

30%

35%

35%

100%

LEVEL
FOUNDATIONAL ESL ESSENTIAL ESL

Elementary Advanced Elementary Intermediate Advanced

DURATION BOOK 1

4 weeks

BOOK 2

4 weeks

BOOK 1

4 weeks

BOOK 2

4 weeks

BOOK 1

4 weeks

BOOK 2

4 weeks

BOOK  1

4 weeks

BOOK  2

4 weeks

BOOK  1

4 weeks

BOOK  2

4 weeks

SU
B

JE
C

TS

CORE

1:1 class
(3 hours)

Listening (2 hours)

Reading (1 hour)

1:4 class
(4 hours)

Speaking (2 hours)

Writing (1 hour)

Pronunciation (1 hour)

OPTIONAL
1:1 class *Discussion (1 hour)

1:∞ class Grammar (1 hour)

Total number of class hours 
in a day

7-9  hours

IELTS Band Score 2 3 4 5 6



3.2.1.2.2. GRADING SYSTEM
Students are evaluated based on the following Percentage Grading Scheme every term and 
after eight (8) weeks:

1.  Students are assessed according to the results of their examinations, class participation, 
output in workbooks, homework, and attendance on the five subjects to come up with 
their Subject Grades.

2.  Course Grades every term are calculated based on the students’ Subject Grades. Subject 
Grades have apportioned percentages to get the students’ Course Grades every term. 

3.  After two terms, the students’ Final Grades are computed from the combination of Course 
Grades. Naturally, the Final Grades become the basis for the students’ level advancement 
or Bridge Program. Students progress to the next level if they meet the passing score of 
80%.

4.  Final Grades of students hold a corresponding Letter Grade and Band Score equivalent.
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GENERAL ESL

Letter Grade Equivalent

98 - 100

95 - 97

92 - 94

89 - 91

86 - 88

83 - 85

80 - 82

77 - 79

0 - 76

A+

A

 A-

B+

B

 B-

C+

C

 F

Course Grade Distribution

Listening

Reading

Speaking

Writing

Pronunciation

TOTAL

25%

20%

25%

20%

10%

100%

Subject Grade Distribution

Examination

Class Standing

Workbook

Attendance

TOTAL

30%

30%

25%

15%

100%

PASSED8 weeks
Elementary

LEVEL-UP8 weeks
Intermediate

50% +             = 100%50%

      Course Grade 1                Course Grade 2        Final Grade

3.2.1.2.3. Level Up

The students’ combined grade from Book 1 and Book 2 is their Final grade. A Final grade of 

80% assures the students of leveling up on their next term.

3.2.1.2.4. Revalidation Test

Students who get a Final Grade of 77-79 are required to take a Revalidation Test done every 

first Monday of a term. This is to determine whether students proceed to the next proficiency 

level or the Bridge Program. Thus, the results of the Revalidation Test are considered to be the 

students’  Final Grade for their proficiency level. 

Students who wish to reassess their proficiency level can also take this test. However, the 

result of the test bears no effect to the Final Grade of the students.

3.2.1.2.5. Bridge Program

Students who get a Final Grade of 76 and below automatically go through the Bridge Program 

for four (4) weeks. At the same time, students who do not meet the passing score of 80% in 

the Revalidation Tests take this program. 

The Bridge Program in the Listening and Reading classes are composed of additional units, 

while Speaking, Writing, Grammar and Pronunciation Bridge Programs serve as a refresher 

course.

FAILED
8 weeks

Elementary LEVEL-UP
8 weeks

IntermediateCOMPLETED
4 weeks
Bridge
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ESSENTIAL LISTENING

1Listening Unit Structure

1.1   LISTENING STUDENT’S BOOK

         1.1.1   Lesson A

1. Getting Started

serves as prompting 

discussion.

3. Unlocking Difficulties

presents difficulty elimination 

discussion

2. Listening Check 1

presents listening with guide 

questions.

4. Listening Check 2

presents comprehension check 

through oral summary.

6. Focused Listening

presents vocabularies for 

comprehension

5. Listening with Gap Filling

presents cloze activity for 

listening acuity development.
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ESSENTIAL LISTENING

8. Paraphrase & Discussion

presents content or topic 

expansion activity.

7. Listening Check 3

encompasses text listening for 

full comprehension.

Class Procedure : Lesson A

I. GETTING STARTED
1. The teacher solicits short answers about the warm-up questions from the student. Follow-up question is encouraged especially when 

student’s answers are short.

II. LISTENING CHECK 
1. The teacher and the student go over the list of guide questions before the student listens. The teacher makes sure that the student 

understands all the guide questions. After going over the guide questions, the student listens to the audio file.
2. After the first listening, soft checking is done where the teacher asks the student’s answers on the guide questions. The student’s answer 

should guide the teacher on the difficulties of the student in comprehending the audio material. It is necessary for the teacher to take note 
of the areas or hints of difficulties of the student from his answer/s. The student can listen to the audio twice.

III. UNLOCKING DIFFICULTIES: Clarifies critical comprehension issues related to context, vocabulary, and pronunciation.

1. On Context: The teacher writes on the board [or student’s book] the context clue and explains to the student what the audio file is all about.
2. On Vocabulary: The teacher writes on the board [or student’s book] the word/s he/she mishears. The teacher gives the definition of the 
 vocabulary/ies.
3. On Pronunciation: The teacher guides the student in pronouncing the featured sound or rule and its corresponding example.  The teacher 

should mention to the student the critical linkage between pronunciation and listening. This is done twice. 

IV. LISTENING CHECK 2 Includes the second listening exposure of the student to the audio file. 

1. The teacher plays the audio file twice. After, the teacher readies the student to provide an oral summary. 
2. The teacher writes the oral summary of the student verbatim on the student’s book.
3. The teacher scores the summary, then points out to the student his/her comprehension lapses from the text of his/her  summary. The 

student then reads the corrected written summary.

V. LISTENING with GAP FILLING Includes the third listening exposure of the student to the audio file.

1. The teacher instructs the student to listen and fill the missing words from the gaps in the text. 
2. After the first listening, the teacher must process the mishear/s of the student by using the soft checking method. Multiple approaches may 

be used in the processing of the misheard items. The student is allowed to do the activity twice.

VI. LISTENING CHECK 3
1. The teacher asks the student to read the text file silently as he/she listens to its audio file. 
2. The teacher should guide the student on how words in the text are sounded and should be heard. This can be done only once.

VII. PARAPHRASE & DISCUSSION
1. The teacher and the student freely talk about the topic. The teacher writes verbatim the student’s spoken output on the latter’s book. The 

teacher  should still maintain the correction-intervention mode during the interaction.
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Class Procedure : Lesson B

I. LISTENING CHECK 1: 
1. The teacher prepares the student to listen to the audio file. The teacher should not in any way mention any hint about the listening topic. 

The student is encouraged to take down notes about the audio file. 
2. After the first listening session, the teacher checks the student’s comprehension through his/her output before playing it again the second 

time. 

II. UNLOCKING DIFFICULTIES: 
On Context: The teacher writes on the board [or student’s book] the context clue and explains to the student what the audio file is all about.
On Vocabulary: The teacher writes on the board [or student’s book] the word/s he/she mishears. The teacher gives the definition of the 

vocabulary/ies.
On Pronunciation:  The teacher guides the student in pronouncing the featured sound or rule and its corresponding example.  The teacher 

should mention to the student the critical linkage between pronunciation and listening. This is done twice.

1.1.2   Lesson B

1. Listening Check 1

presents unguided/unprompted 

listening for comprehension.

2. Unlocking Difficulties

presents difficulty elimination 

discussion.

3. Listening Check 2

 presents guided listening 

comprehension.

4. Paraphrase & Discussion

presents content or topic 

expansion activity.

5. Take-home Practice

presents review activities and 

exercises done outside the class.
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III. LISTENING CHECK 2

1. The teacher guides the student over the comprehension questions before the listening session.
2. All  questions must be clearly understood by the student before he/she starts to listen.
3. After the first listening session, soft checking is applied wherein the teacher and the student go over the answers. The teacher may 

allow a maximum of  two listening sessions.

IV. PARAPHRASE & DISCUSSION
1. The teacher and the student freely talk about the topic. The teacher writes verbatim the student’s spoken output on the latter’s book. 

The teacher  should still maintain the correction-intervention mode during the interaction.

V. TAKE-HOME PRACTICE
     1. Review activities and exercises done outside the class

1.2   LISTENING WORKBOOK

3Rs: Vocabulary Development

fosters vocabulary 

enhancement.

Checkpoint: Key Points

reviews featured vocabulary.

Exercise: Listening 

Comprehension Check

presents guided listening acuity 

and listening comprehension 

activity.

3Rs : Error Correction

covers the rewriting of corrected 

answers or rationalized answers for 

appreciation and retention.
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ESSENTIAL READING

2 Reading Unit Structure

2.1   READING STUDENT’S BOOK

         2.1.1   Lesson A

2. Voiced Reading

presents the ‘read aloud 

activity’.

3. Comprehension Task

presents comprehension check 

activity with short discussion.

4. Extract and Expand

covers vocab expansion and 

grammar appreciation.

1. Getting Started

covers warm-up discussion.

5. Reading Summary

covers writing a summary 

guide and oral summary 

presentation.
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ESSENTIAL READING

Reading Check

covers  reading the text aloud.

Speed Reading 1&2

present timed comprehension 

reading activities.

Comprehension Check 1 & 2

covers comprehension check 

on the main idea of the reading 

material.

Class Procedure: Lesson A

I. GETTING STARTED
1. The teacher solicits answers of the warm-up questions from the student. Follow-up question is encouraged especially when student’s 

answers are short. 

II. VOICED READING
1. The student pronounces the vocabularies featured in the Pronunciation Link. The teacher takes note and points out the student’s 

mispronounced words before letting him/her do it again. This process is done twice.
2. The student reads the passage aloud. The teacher  takes note of student’s errors in pronunciation, blending, and phrasing. The teacher 

must use the student’s book for his/her pronunciation correction notes. 
3. Correction of mispronounced  words, incorrect phrasing, etc.,  is done but should not in any way be interruptive. Systematic 

pronunciation errors should be endorsed to the student’s  pronunciation teacher. This process is done twice.

III. COMPREHENSION TASK
1. Discussion on the questions about the reading is facilitated by the teacher.  The student must be given enough time to exhaust all 

possible views in every question. The student is allowed to refer to his/her written answer which he/she is expected to have done the 

night before the class.

IV. EXTRACT & EXPAND
1. The teacher  gives the words for the expansion activity to the student. The teacher guides the student as he/she accomplishes the 

vocabulary expansion task by asking the meaning of each word. Each word may be used in a sentence for the student to fully 
comprehend its meaning and function.

2. A quick discussion is given by the teacher from the grammar link section.

V. READING SUMMARY

   -Note Pad
1. This task  is accomplished as homework. The student enters the class with the table in this section already filled. The student’s entries 

on the different categories are intended to serve as his/her guide in his/her oral summary. 
2. The teacher checks the entries in the table and clarifies from the student the entries which are either inappropriate or beyond  his/her 

level. After checking, they can proceed to the oral summary.

   -Oral summary
1. The student relates the summary of the reading material.
2. The teacher listens and writes the summary.  The teacher may clarify student’s answers along the summarizing process. After the giving 

of the summary, the essay is processed through discussion of the errors and corrections.

2.1.2   Lesson B



Class Procedure : Lesson B

VI. SPEED READING
1. Before the student reads, the teacher walks the student 

through the comprehension check questions. 
2. The student is given a strict time limit to read the material. 

VII. COMPREHENSION CHECK
1. The questions in this section are structured to check on 

the main idea of the reading material. The answers may 
be written or may be spoken (and the teacher writes the 
student’s answers verbatim). 

VIII. READING CHECK
1. The student reads aloud the speed reading material. 

Wrongly pronounced words are noted and are quickly 
checked after the reading aloud task. 

2. The teacher should use the student’s speed reading copy 
for pronunciation correction notes.

16

Substitute Title

features alternate titles for 

Speed Readings.

Checkpoint: Key Points

presents grammar points 

covered in the Student’s Book.

3Rs: Error Correction

covers the rewriting of corrected 

answers or rationalized answers 

for appreciation and retention.

Building Comprehension

presents rereading for

comprehension.

Question Bank

features possible additional 

questions.

3Rs: Vocabulary Development

fosters vocabulary 

enhancement.

2.2   READING WORKBOOK
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ESSENTIAL SPEAKING

3 Speaking Unit Structure

3.1  SPEAKING STUDENT’S BOOK

         3.1.1   Lesson A

1. Getting Started: A

presents warm-up activities to 

introduce the unit’s topic.

2. Getting Started: B&C

let the students share their 

ideas and opinion.

Language in Use: A&B

let students practice introduced 

language.

Language in Use

explores how to use key 

expressions in English.

Language in Use: Expression

contains some language 

notes and facts.



18 Class Procedure : Lesson A

I. GETTING STARTED: 
1. The class previews the unit by talking about the big picture on the first page of the unit.  The teacher asks what the picture is all about 

or what scene is taking place and then writes on the board all possible ideas the students elicit.
 2. After the picture description, a variety of interesting speaking activities (such as discussions, information gap, listening exercise, etc.) 

are presented, in which the students continue to learn about the unit’s topic.  In speaking activities, the teacher makes sure everyone 
participates and is given time to say his or her piece.

II. LANGUAGE IN USE: 
1. The teacher provides a short review of the unit’s language function by clearly presenting where and how the language is used as well 

as exemplifying its most important points. (5 mins.)
2. After language review, students practice and rehearse introduced target language through different speaking exercises (individual and 

pair/group work) and sometimes  a Fill-in-the-Gap exercise. In speaking activities, the teacher makes sure everyone participates and is 
given time to say his or her piece. (45 mins.)

         3.1.2   Lesson B

3.1.3   Audio Script

Speak Out

provides more speaking 

opportunities for fluency 

development.

Speak Out: Language Plus

presents additional language 

key points.

Speak Out: A, B&C

Individual & 

Pair/Group Activities 

Audio Script

covers target language in 

authentic monologues or 

dialogs.
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III. SPEAK OUT:
1. The class starts with a short review of the language topic of the previous day. (5 mins.)
2. In LANGUAGE PLUS the teacher briefly introduces some language notes that supplement the LANGUAGE IN USE presented in lesson 

A.
3. After Language Plus, the students can practice more functional and authentic English discourse through various types of 

communicative activities such as Q&As, discussions, interviews, presentations, information gap, role plays, simulations, storytelling, 
reporting, and picture narrations. In speaking activities, the teacher makes sure everyone participates and is given time to say his or her 
piece.

   **Tasks always consist of:
(a) an INDIVIDUAL WORK and; (b) a PAIR/GROUP WORK.

IV. SELF-STUDY AUDIO SCRIPT:
1. This part contains natural-sounding recordings of monologs and dialogs for self-study and listening exercise purposes.  

3.2   SPEAKING WORKBOOK

Checkpoint: Key Points

covers language and

 information mastery check.

3Rs: Vocabulary Development

fosters vocabulary

 enhancement.

Exercise: Listening Conversation

provides exposure activity to 

authentic English conversation.

Exercise: Useful Expressions

covers extraction of useful 

expressions from the 

conversation materials.

3Rs: Error Correction

covers the rewriting of corrected 

answers or rationalized answers 

for appreciation and retention.

Exercise: Expression in use

presents using appropriate 

expressions in a particular dis-

course scenario.
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4 Writing Unit Structure

4.1   WRITING STUDENT’S BOOK

         4.1.1   Lesson A

1. Getting Started

sets the study mood by suggesting and 

extracting vocabulary related  to the topic 

and for the student to work around with 

in his or her writing activity. 

2. Grammar in Focus

confers related grammar 

components that the student 

will use in the writing activity.

ESSENTIAL WRITING
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4.1.2   Lesson B

4. Writing Practice

encompasses the main essay/

letter writing activity.

3. Language in Focus

includes other writing elements, techniques 

and related issues that the student will use in 

the writing activity.

Class Procedure : Lesson A

I. GETTING STARTED:
1. The teacher tasks the student to accomplish each activity and instructs him or her to take note of the vocabulary and expressions he or 

she has extracted or learned from the activities for the WRITING PRACTICE. 

II. Writing Essential
a. Grammar in Focus 
 The teacher provides a lecture on the grammar topic, which is essential for the student to realize the WRITING PRACTICE. After the 

lecture, an exercise is provided for the student to accomplish. The teacher goes around to check each student’s answers.   
b. Language in Focus
 The teacher discusses issues and writing elements related to the GRAMMAR IN FOCUS. After the lecture, an exercise is provided for 

the student to accomplish. The teacher goes around to check each student’s answers. 

Class Procedure : Lesson B

III. Writing Practice
1. This provides an essay/letter writing activity where all components the student has learned (vocabulary, grammar, patterns, etc.) are 

applied. 
2. This serves as  homework to be submitted and checked the following day.

        SAMPLE ESSAY serves as guide on the application of all the essay/letter components presented in the unit.
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4.2   WRITING WORKBOOK

Exercise

provides an essay /letter writing 

activity

Checkpoint: Key Points

encompasses abridged writing 

essentials.

3Rs: Error Correction

covers the rewriting of corrected 

answers or rationalized answers 

for appreciation and retention.

3Rs: Vocabulary Development

fosters vocabulary 

enhancement.
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5 Pronunciation Unit Structure

5.1   PRONUNCIATION STUDENT’S BOOK

         5.1.1   Lesson A

About the…

provides general description 

about the featured sound.

Sounding the…

provides details on how the 

featured sound is articulated 

using the para-lingual approach.

Special Rules

presents the important rules 

on how the featured sound 

is pronounced in different 

pronunciation cases or scenarios.

Let’s Practice

includes the use of  the  Audio-lingual and the 

Para-lingual approach in phrase and sentence 

drills  where the featured sound is used. It 

incorporates a listening drill [listening link] for 

recognition exposure of the student to the 

featured sound.

Homework: Listen and Repeat

features a Listen and Repeat drill 

on the sound in focus.

ESSENTIAL PRONUNCIATION
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I. ABOUT THE…:

The teacher provides a short discussion on the general description of the featured sound.

II. SOUNDING THE…: 
1. The teacher demonstrates how the featured sound is articulated or sounded using the para-lingual and the audio-lingual approach.  

The teacher should make sure that the student is employing the correct articulation technique in his/her sounding effort.
2. Individual, paired, and group drills may be employed by the teacher in the focused sounding drill part.  Drills should be both guided 

and independent.

III. SPECIAL RULES: 
1. The teacher provides a short discussion about the special rules. 

2. Then the teacher guides the student in applying the rules on the drills provided.

IV. LET’S PRACTICE: 
1. The teacher guides the student through the drills starting from phrase to sentence, or sentence to paragraph depending on the book.  

Mispronunciations should be noted for immediate intervention. Corrections are always interruptive.

V. LISTEN AND REPEAT: 

1. Students are given audio files with corresponding lists of words to review and repeat. This is done outside the class.

5.2   PRONUNCIATION WORKBOOK

Checkpoint: Key Points

presents focused knowledge 

and skill mastery check.

3Rs: Error Correction

covers the rewriting of corrected 

answers or rationalized answers 

for appreciation and retention.

Exercise

presents additional materials

for mastery drill.

3Rs: Vocabulary Development

fosters vocabulary 

enhancement.



3.2.1.3.1. Grading System

Students are graded according to the following:
1. Regular examinations are done on the second and fourth week of a term.
2. The grades are taken from the students’ scores in examinations, class participation, and 

attendance.
3. Students are only graded in the regular classes, which are ECD, DBC, and PD.

3.2.1.3. Intensive Speaking ESL
This course is composed of core and elective subjects set in man-to-man classes. It highlights more speaking activities and exercises 
to promote consistent practice through a flexible class procedure and management. Despite the focus on the speaking skill, it is still 
comprised of supplementary activities for the improvement of other skills such as listening and reading comprehension, writing and 
pronunciation.
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INTENSIVE SPEAKING ESL

Subject Grade Distribution

Examinations

Class Participation

Attendance

TOTAL

50%

40%

10%

100%3.2.1.3.2. Subjects

ECD (English Communication Development)

This subject is designed to give the learner maximum opportunity to understand and speak the English language to improve his level of 

proficiency in verbal communication. This is achieved by providing intensive practice of useful, practical, and level appropriate English 

as well as exposing the student to the different speaking methods and techniques and by providing the appropriate vocabulary, 

expressions, and sentence structures for his immediate use on any given discourse scenario.

DBC (Developing Basic Comprehension)

This subject is designed to enhance and develop the student’s listening comprehension as a tool for successful communication.

PD (Picture Description)

This subject provides the student an ideal venue for practicing English vocabulary, listening comprehension, and verbal communication 

on diversified topics to advance English proficiency. This is achieved mainly through pictures related to a topic with the aid of presented 

vocabulary as well as relation questions and expressions that stimulate discussion to amplify the student’s speaking opportunity.

LEVEL Elementary Intermediate Advanced

DURATION BOOK 1

4 weeks
BOOK 2

4 weeks
BOOK 1

4 weeks
BOOK 2

4 weeks
BOOK 1

4 weeks
BOOK 2

4 weeks

SU
B

JE
C

TS

Core 
(4 hours)

English Communication Development (ECD) (2 hours)

Developing Basic Comprehension (DBC) (1 hour)

Picture Description (PD) (1 hour)

*Elective
(1 hour)

*Discussion (1 hour)

Total number of class hours in a day 5 hours

*Students may opt to take the Discussion elective subject to complete a total of five class hours in a day or not.
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IELTS

3.3.2. Post ESL 

 3.3.2.1. IELTS

 The IELTS program is offered to students who plan to study or work abroad. It aims to provide an intensive program to train 

 students towards the goal of achieving a high band score in either the British Council or IDP Australia IELTS exams. 

A. IELTS Lecture Subjects

Lecture subjects under the IELTS program introduce the basic terms and procedures related to the actual IELTS exams under 

the skills of Listening, Reading, Speaking and Writing. 

B. IELTS Practice Subjects

Practice subjects focus more on how students prepare for the actual IELTS exams through series of exercises and applications 

inside classrooms. Students learn by answering questions just as though they are taking the real exam, while teachers provide 

input for suggestions and corrections after these exercises. 

IELTS Mock Exam

IELTS mock exams are scheduled every third Friday of a term. These serve as the evaluation examination of current students of 

IELTS and entrance exam of incoming students. Monol sets the passing score for the mock exam at 4.0. 

COURSE Introduction to IELTS IELTS Proper

Duration
Term 1
4 weeks

Term 2
4 weeks

Term 3
4 weeks 

Term 4
4 weeks

Term 5
4 weeks

SU
B

JE
C

TS

1:5 class
Core Subjects

Reading Lecture Reading Practice

Listening Lecture Listening Practice

Speaking Lecture Speaking Practice

Writing Task 1 Lecture Writing Task 1 Practice

Writing Task 2 Lecture Writing Task 2 Practice

1:1 class
Elective Subjects

*Elective Practice *Elective Practice

Optional
1:∞ class

Grammar

Total no. of class hours 
in a day

8-9 hours

Band Score 4.5 5.0 5.5 6.0 6.5 7.0

*Students can choose any subject among Speaking, Reading, Listening, Writing Task 1 and Writing Task 2 for their Elective Practices. They 

can select Elective Practice subjects according to their needs and to develop specific skills.

Guarantee Score

Achieve a 5.5 band score within 12 weeks from 4.0

Achieve a 6.0 band score within 12 weeks from 5.0

Achieve a 6.5 band score within 12 weeks from 6.0

Requirements
(A)  Student has to have an official certificate and band score of 4.0 and above

(B)  Student has to take the qualifying mock exam and get a band score of 4.0 and above

Conditions

(A)  Student who has a band score should have a certificate that is AT MOST 3 months old. 

       (Certificates older than 3 months are not honored.)

(B)  Student who has a certificate that is more than 3 months old is REQUIRED to take the qualifying mock exam 

       and get a band score of 4.0 and above.

Students’ Obligations

•95% class attendance

•95% homework accomplished

•95% attendance in mock exams conducted every term

•Take the official test on the 10th week of the program

Advantages
•One (1) official test sponsored by the academy

•Failure to achieve target band score entails FREE tuition 

3.3.2.1.1. IELTS Guarantee Score Program
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IELTS TOEIC

3.3.2.2. TOEIC Listening and Reading

The TOEIC course is designed for a 16-week program composed of lecture and practice subjects. It is comprised of two sections – 

Listening and Reading Comprehensions and provides on-going introduction, review and practice of the TOEIC Test as well as English 

grammar, vocabulary and general communication activities. It offers supplementary lessons through Elective subjects as well.

Apart from this, the course introduces TOEIC-related vocabulary as well as detailed strategies to eliminate wrong answers and 

determine correct answers. To assess the improvement of students, complete practice tests are conducted to better acquaint 

students with the testing format.

DURATION
Term 1

4 weeks
Term 2

4 weeks

C
o

re
 

SU
B

JE
C

TS

Group 
3 hours

Listening 1 – Photographs
Listening 2 – Question-Response

Reading 5 & 6 – Incomplete Sentences (5) & Text Completion (6)

1:1
2 hours

Listening 3 & 4 – Conversations (3) & Talks (4)
Reading 7 – Reading Comprehension

*
E

le
ct

iv
e 

Su
b

je
ct

s

Group
1 hour

Grammar TOEIC

1:1
1 hour

a.  Vocabulary
b.  Discussion
c.  Reading 
d.  Listening

Total no. of class 
hours in a day

7 hours

*Students can choose one 1:1 Elective subject among the four (4) offered classes.

The first two terms of the TOEIC program consist primarily of lectures covering the different parts of the TOEIC test as well as the 

strategies and approaches to properly respond to questions. Alongside these essential classroom discussions are several exercises 

for practice and application and Elective subjects that support the skills improvement of students, particularly targeting vocabulary 

expansion and grammar.

The last two terms of the TOEIC program are exclusively composed of practice subjects in preparation of the actual 

TOEIC listening and reading comprehensions. It conducts full tests three (3) times in a week along with discussions for 

corrections and feedback every after exam.

DURATION
Term 1

4 weeks
Term 2

4 weeks

C
o

re
 

SU
B

JE
C

TS

Group 
Practice
3 hours

Listening 1 – Photographs
Listening 2 – Question-Response

Reading 5 & 6 – Incomplete Sentences (5) & Text Completion (6)

1:1 Practice
2 hours

Listening 3 & 4 – Conversations (3) & Talks (4)
Reading 7 – Reading Comprehension

1:1 Mock Tests
2 hours

*FULL TESTS

Total no. of class 
hours in a day

7 hours

*Full tests are facilitated every other day wherein corrective feedback on the test results of students are discussed the next day. 

These full tests will be conducted in a man-to-man class setup.
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BUSINESS ENGLISH

3.3.2.3. Business English

Business English is a specialized course of learning that is related to the language used in business and professional careers. It 

offers three (3) courses: Pre-employment, Post-employment and Flight Attendant Training, which have varying modules and 

approaches that are essential in building charisma and confidence alongside effective communication. 

Post-employment

Post-employment subjects improve not only the students’ English skills but also to increase their self-confidence. This program 

becomes the students’ training ground for business presentations, advertising campaigns alongside subjects that cover business 

strategies and effective communication within a workplace.

Pre-employment

Subjects under the Pre-employment program of the Business English course aim to prepare students for job opportunities, 

particularly for interviews. These subjects focus on the improvement of students’ skills in writing and listening in relation to 

business vocabularies. Further, students learn how to effectively create a good impression of themselves for future employers.

PROGRAM PRE-EMPLOYMENT

Duration
Term 1
4 weeks

Term 2
4 weeks

SU
B

JE
C

TS

1:1 
Man-to-man

3 hours

Cover Letter and Resume Writing (2 hrs.) Essay Writing (2 hrs.)

Company Background Research (1 hr.) Career Planning (1 hr.)

1:5
Group
4 hours

Standard Job Interview 1 ( 2 hrs.) Standard Job Interview 2 (2 hrs.)

Group Discussion Interview 1 (1 hr.) Group Discussion Interview 2 (1 hr.)

Presentation Interview 1 (1 hr.) Presentation Interview 2 (1 hr.)

Optional 
1:∞ class

Grammar

Total no. of class hours 
in a day

7-8 hours 7-8 hours

PROGRAM POST-EMPLOYMENT

Duration
Term 1

4 weeks
Term 2

4 weeks

SU
B

JE
C

TS

1:1 
Man-to-man

3 hours

Business Correspondence (2 hrs.)
Reports, Newsletters, 

Press Releases, and Blogging (2 hrs.)

Business Reading 1 (1 hr.) Business Reading 2 (1 hr.)

1:5
Group
4 hours

Business Presentation and Plan ( 2 hrs.)
Marketing and 

Advertising Campaign (2 hrs.)

Business Communication 1 (2 hrs.) Business Communication 2 (2 hrs.)

Optional 
1:∞ class

Grammar

Total no. of class hours 
in a day

7-8 hours 7-8 hours
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BUSINESS ENGLISH

Flight Attendant Training

This program is offered to students who wish to enter a career as a flight attendant. Subjects for this program cover the 

improvement of students’ skills and abilities that are relevant to the duties of a flight attendant.

Business English Entrance Exam

To qualify for the Business English program of Monol, students are required to take an entrance examination, which is scheduled 

from Mondays to Fridays during the 4th week of a term. 

The examination’s coverage is on written and oral Business English communications and has a total of 100 points. Monol sets the 

qualifying score for the entrance exam at 65 points over 100.

PROGRAM FLIGHT ATTENDANT

Duration
Term 1
4 weeks

Term 2
4 weeks

SU
B

JE
C

TS

1:1 
Man-to-man

3 hours

FA Listening 1 (2 hrs.) FA Listening 2 (2 hrs.)

FA Writing 1 (1 hr.) FA Writing 2 (1 hr.)

1:5
Group
4 hours

FA English 1 ( 2 hrs.) FA English 2 ( 2 hrs.)

FA Interview 1 (1 hr.) FA Interview 2 (1 hr.)

FA Group Discussion Interview 1 (1 hr.) FA Group Discussion Interview 2 (1 hr.)

Optional 
1:∞ class

Grammar

Total no. of class hours 
in a day

7-8 hours 7-8 hours



30
ENROLLMENT

Peak 

December

January

February

June

July

Lean

April

May

August

September

November

5.1. ARRIVAL IN THE PHILIPPINES
1. Upon arrival at the airport, the pick-up team collects the 

students’ passport to verify their visa. 
2.  During the preliminary orientation, students are asked to 

think of a nickname to use during their stay in the academy. 
These nicknames should be common but unique enough to 
avoid duplication. 

3. On their first Monday, students are required to pay fees 
that are not included in their tuition. These are the security 
deposit and SSP fee.

5.2.1. Dormitory Policies
1.  Students are encouraged to conserve energy during their stay 

in Monol. Before leaving the dormitories, check if faucets are 
tightly closed, unplug the television and gadgets, and turn 
off lamps and lights. Personal belongings should be properly 

4 ENROLLMENT PROCEDURES

5 LIFE IN MONOL

4.1. REGISTRATION
1.  Applicants are encouraged to apply for a study program with a minimum of eight (8) weeks.
2.  Payment of tuition should be made four (4) weeks before arrival in the Philippines. 
3.  Registrations are automatically revoked if students fail to pay their tuition and other fees 

within the specified period. 
4.  Registrations for peak season months should be submitted two (2) months prior to the target 

start of study program. On the other hand, registrations for lean season months should be 
arranged with agencies one (1) month earlier. 

4.2. PRE-DEPARTURE PREPARATIONS
1.  Flight details should be forwarded to Monol at least three (3) days before departure.
2.  Students should immediately inform their agencies or the management of Monol in cases where they anticipate any delay of flight 

or arrival.
3.  Despite the well-known tropical climate of the Philippines, Baguio City has a cooler temperature than the rest of the northern part 

of the country. Students should bring enough warm clothes appropriate to the weather of Baguio. 
4.  Along with the things that students should bring with them in the Philippines is an electronic dictionary. Electronic dictionaries are 

very helpful gadgets to students during the adjustment period and learning process.

5.2. LIVING ARRANGEMENTS

secured as well. Monol is not liable to any lost item inside dormitories. For safekeeping of important belongings, students can enthrust these to 
CMD managers.

2.  Always lock rooms before leaving. Those who lose room keys are obliged to pay PHP 500 for the replacement. 
3.  For fire prevention, the following materials and gadgets are not allowed inside the dormitories: matches and cookware. Use of electric 

blankets is allowed but with consent from CMD managers. Students who do not get permission from managers are given eight (8) hours 
penalty.

4.  Students can change their room types depending on the availability of rooms. Approved transfers or change of rooms is only possible every 
two (2) weeks. Application for room transfer is done at the CMD office. 

5.  Entering other students’ rooms are not allowed. Those who are caught entering rooms of fellow students with the same gender as theirs are 
given 16 hours penalty. On the other hand, students who are caught inside rooms of the opposite gender are given 32 hours penalty. Students 
who violate this policy are also not allowed to go  out of the academy for two (2) weekends and not allowed to drink alcohol. 

 *Checking of CCTVs installed per dormitory floor is done regularly and randomly.
6.  Smoking is prohibited inside dormitories. Students who are caught doing so are given 8 hours penalty. 
7.  Alcohol consumption is strictly forbidden inside dormitories and within the institute. All room occupants are held liable to alcoholic beverages 

discovered and consumed inside rooms. Violators are given 32 hours penalty and are not allowed to go out of the academy for two (2) weeks. 
Further, students are not allowed to drink alcohol anytime during weekdays. Students caught violating this policy or those who join persons 
who are doing such are given the same penalty mentioned.

8. Students who are found liable to broken, damaged, or lost Monol properties should settle the amount needed for replacement or repair.

Saturday 20:00 - 01:00 Group Pick-up

Sunday

01:30 - Depart to Baguio

06:00 - 07:00 Expected arrival in Baguio

07:00 - 08:00 Breakfast

08:00 - 12:00 Rest

12:00 - 13:00 Lunch

13:00 - 14:30 Preliminary orientation

14:30 - 18:00 City Tour

18:00 - 19:00 Dinner

19:00 - Rest

Monday

08:00 - 12:00 Level Test

12:00 - 13:00 Lunch

13:00 - 15:00 Orientation

15:00 - 16:00 Payment of fees (SSP, deposit)

16:00 - 17:00 New student activities

17:00 - Rest
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ENROLLMENT

5.2.2. REQUESTS FOR SERVICES (ASD)

5.2.2.1. Laundry

1.  The schedule for giving requests is elaborated below:

 Mondays - Fridays : 07:00-13:00

2.  The number of clothes to be washed per request should be at least 20 pieces. One pair of socks is considered one item. 

3.  Frequency or number of times for giving requests is not limited in a week. Students are required to fill out a form with a detailed 

list of clothes and are given a laundry tag for the claiming of clean laundry. 

4.  Releasing of laundry is done two (2) days after the given request. Schedule for releasing laundry is as follows:

 Mondays - Saturdays : 14:00-17:00

5.  To avoid conflict, it is mandatory for students to check the clothes listed in their Laundry Request Forms upon claiming.  

6. Students also have the option to use the laundry station located at the rooftop of the campus.

5.2.2.2. REPAIRS AND REPLACEMENT

1.  Students can request for repairs and replacement of dysfunctional dormitory facilities such as faucets, shower  fixtures, toilets, light 

bulbs, television sets, DVD player, electric sockets or lamps.

2.  Requests are given anytime and are attended to by the maintenance staff and electrician as soon as possible. 

3.  Students are required to be present during the repair or replacement of broken facilities in the dormitory rooms. 

5.2.2.3. ROOM CLEANING AND CHANGE OF BEDDINGS

1.  Room cleaning requests are given any day of the week. If schedules are full, students need to wait for new request forms, which 

are released every Fridays at 14:00. Actual room cleaning is done the following week.

2.  Releasing of new forms for requesting change of beddings, on the other hand, is done every Mondays at 12:00. Actual change of 

beddings can only be done every two (2) weeks.

3.  At least one dormitory occupant should be present during the room cleaning and change of beddings. This is to avoid any conflict 

between the students and the housekeeper. 

4.  In cases where all dormitory occupants have no break times, they can request an SRD staff or CMD managers to accompany the 

housekeeper on their stead or request the room cleaning to be done during their lunch break. 

5.  Housekeepers are only allowed to wait 10 minutes for students. Students who miss the schedule of their room cleaning have to 

request for another schedule.

5.3. CLASS ARRANGEMENTS

5.3.1. FREE OPTIONAL CLASSES

PROGRAM TYPE DURATION TIME DESCRIPTION

Morning Class 1 : ∞ 30 minutes 06:30-07:00
This class covers topics particularly on general pronunciation 
and idiom/expression which serve as awarm-up activity of 
students. 

Grammar Class 1 : ∞ 1 hour 17:00-18:00

This subject provides comprehensive instruction in the main 
areas of English grammar as well as the standard patterns 
of English sentences. It is conducted based on the current 
level of students. (Application is done at SRD every Thursdays 
13:00 until Fridays 19:00)

Night Class 1 : ∞ 2 hours 19:00-21:00

These classes are considered as an alternative for weekday 
self-study. Classes offered provide supplementary knowledge 
on either IELTS Speaking, TOEIC Speaking,  or Job Interview. 
Yoga and Pilates classes as well as weight training and golf 
classes are also offered. (Application is done at SRD every 
Thursdays 13:00 until Fridays 19:00)



32
SELF-STUDY

5.3.2. CLASS SCHEDULES

5.3.2.1. General ESL Schedules

1. The schedule of a new term is released on the midnight of Saturday during the last week of the current term. Students can 

determine their level through the published timetable and can also change their man-to-man class teachers until the first day of 

the term. Requests for schedule change can only be entertained on the first day of the term. 

2. Students who take the Revalidation test on the first day of the new term are not given the opportunity to change their man-to-man 

class teachers and are not allowed to request for changes after the posting of final schedules.

5.3.2.2. Post ESL Schedules

After the entrance examination results are announced for IELTS and TOEIC, the class schedules are released. For Business English, the 

schedule is announced on the last Friday of the term.

5.3.3. COURSE MODIFICATION

1.  Students who want to change their program or course has to express their intent to CMD managers until the last Wednesday of the current 

term. Deadline for submission of intent to change course is until 12:00 of the said day.

2.  IELTS/TOEIC: During the 2nd week of a term, students are required to apply for the entrance exam, which is done on the 3rd week. After 

the exam results are released on the 4th week of a term, it is important for students to fill out the Change Course form at the CMD office. 

 BUSINESS ENGLISH: Application for the entrance exam is scheduled on the 3rd week of a term. The entrance exam is done on the 4th 

week of a term. After results are released, students should fill out the necessary forms at the CMD office.

 INTENSIVE SPEAKING ESL: Students should apply for this course on the 4th week of a term at SRD office from Tuesday 13:00 to Friday 

15:00.

3.  Refund is also given to students who decide to change their course. However, this is dependent on the duration of their study program 

and registered course. 

5.3.4. EXTENSION OF PROGRAM

1.  Students should apply for an extension of program for a minimum of four (4) weeks at CMD office.

2.  Payment of tuition should be done three (3) weeks before the end of their registered program.

3.  Granting of extension depends on the availability of dormitory rooms. Students are encouraged to relay their intention of extending as 

early as possible for the checking of room availability. 

5.3.5. STUDY PROGRAM CANCELLATION

1.  Cancellation of study program in the Philippines are relayed to CMD managers.

2.  For students who have not started their study programs yet, cancellation of registration should be done at least one (1) week before the 

scheduled arrival in the Philippines.

3. Cancellation in the middle of a study program should be done at least one (1) week before the students’ intended departure date. 

4.  Students who wish to cancel their extension should inform CMD managers at least one (1) week before the start of their extension. 

5.  Refund policies for the cancellation of study program and extensions are explained in page 38, chapter 7.

5.4. ACTIVITIES

Recognition Day/Penalty Party

During the start of the term, students get to enjoy various activities that are both exciting and educational. This event is also known as the 

“Penalty Party” wherein snacks enjoyed during this time are from the funds collected from penalties.

Sports Activities

Sports activities are organized for students every first and third Wednesday of a term from 18:30-21:00. These activities are for bowling and 

basketball. Students can register at SRD every first and third Wednesdays from 13:00-17:00. 

Outreach Activities

Monol provides venue for volunteerism to students through community-driven activities such as orphanage visits and outreach programs, as 

well as tree-planting and clean-up drives. 



5.5.

5.5.1.

SELF-STUDY

Weekday and Weekend Self-Study

To continuously instill practice among students, Monol encourages Self-Study but is NOT mandatory. On the other hand, Weekend 

Self-Study is enforced to students as a penalty for absences and other committed violations.
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SELF-STUDY

Sparta Self-Sparta

Target

-  Students who wish to have real Spartan education

-  Students who wish to be observed by the management after 

regular classes

-  Students who can freely choose the time for self-study

-  Students who wish to control and manage their time after regular 

classes

Common rule 

applied

Same curriculum (General ESL: Regular ESL and Intensive Speaking ESL)

Change of program (done every four weeks)

Policies and regulations of the academy

Program Regular ESL Regular ESL (1) or Intensive Speaking ESL (2) 

Class hours

7 hours regular classes

2 hours optional classes (discussion (1:1) + grammar (group)

7 hours regular classes (1)

4 hours regular classes (2)

2 hours optional classes (discussion (1:1) + grammar (group)

Self-study 

hours

3 hours and 30 minutes (19:00-21:00 + 21:00-22:30 (A) 

                                                              or 22:00-23:30 (B)

Self-regulating study (self-study can be done in any classroom; the 

whole class room floor for this program is open at night)

Details

1.  Regular self-study hours: 2 hours

2.  After the 2 hours regular self-study, students can choose 

between A or B above for their additional one hour and 30 minutes 

self-study.

REMINDER:

* If students want to have straight hours for self-study, they can 

choose A.

* If students wish to have a break or rest, they can choose B.

* If students are with the 3+1 program, they should choose B.

* Fitness programs are also offered and are available from 17:00-

19:00.

Students can do their self-study either in classrooms or inside their 

dormitories.

REMINDER:

* Students can take an additional optional class from 19:00 - 21:00. 

Offered classes are TOEIC Speaking, IELTS Speaking, and Job 

Interview.

* Fitness programs are also offered from 17:00-21:00.

How to do 

self-study

MEC study (Applied to everyone under this program)

What students do during MEC study:

1. READ ALOUD (19:00-20:00): 

* Students read passages in listening and reading books aloud not 

only for practice but also to understand texts while reading. Units 

discussed in class during the day are the scope of this activity.

* Students read more by covering units for 3-5 days to have a 

preview of future lessons and review lessons from past ones.

2. VOCABULARY (20:00-20:30): 

* In a day, students are given 10 vocabularies, which they need to 

review and memorize. 

* Students should study the vocabs before their classes.

3. DAILY TEST (20:30-20:50):

* Students are given daily tests with 10 vocabs a day. In the test, 

they need to compose 10 sentences to understand their meanings 

well.

4. HOMEWORK (21:00-22:30 or 22:00-23:30):

This is time wherein students can accomplish or go over their 

homework. It is also strongly encouraged to study lessons in advance 

at this time in preparation for the next day for a more effective and 

interactive class.

Options:

- Regular Self-Study

- Night Classes

- MEC study

What students do during MEC study:

1. READ ALOUD (19:00-20:00): 

* Students read passages in listening and reading books aloud not 

only for practice but also to understand texts while reading. Units 

discussed in class during the day are the scope of this activity.

* Students read more by covering units for 3-5 days to have a 

preview of future lessons and get concrete information from the 

past ones.

2. VOCABULARY (20:00-20:30): 

* In a day, students are given 10 vocabularies, which they need to 

review and memorize. With these vocabularies, they also need to 

compose 10 sentences to understand their meanings well.

* Students should study the vocabs before their classes.

NOTE:

Whichever they choose to do after regular classes, students under 

the Self-Sparta program are given freedom to manage their time and 

are not supervised.

Conditions for students under the Sparta program:

1. Students are required to deposit PHP 2,000 for every 4 weeks. If students get 1-5 mistakes in their Daily Test, PHP50 is deducted to their 

deposit as a penalty. More than 5 mistakes make their penalty PHP100. Collected deductions from daily test mistakes will be consumed by all 

members of the Sparta program through a simple get-together. 

2. The remaining balance to their deposit will be returned to the student after 4 weeks.

3. Cancellation of registration in the middle of the program entails no refund for the student. The deposit will, instead, be given to the current 

members of the program.

4. Members of the Sparta program are not allowed to join sports activities (bowling, basketball) done during the 1st and 3rd week of the term. 

5. Absent students during Self-study are given four (4) hours penalty. At the same time, students are already considered absent if they are late for 

five (5) minutes.

6. Students who are caught watching, playing and going out of the classrooms without permission are given one (1) hour penalty.
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5.5.2. 3Rs

Monol believes that through maximized learning, students are able to comfortably use English inside and outside of classrooms. Maximized 

learning entails continuous exposure to and repetition of concepts during and after classes for better retention of lessons. That said, the 

academy imposes the 3Rs, which stand for “Review, Rewrite and Read”, as part of the students’ regular Self-Study. Naturally, the 3Rs do not 

only refer to lessons that were discussed in a day. For continuity, the 3Rs trace back to units discussed in previous class days and is encouraged 

every Self-Study period everyday of the week. 

Read

Unit 1

Unit 2

Unit 3
Read

Read
Read

Last Unit

5.6. GENERAL REGULATIONS AND PENALTIES
Monol’s Penalty Policy is imposed to maintain and improve the learning environment of students. Penalties for committed violations come 
in the form of Weekend Self-Study and can be settled by paying for its monetary equivalent upon graduation. Collected penalties are given 
back to students through various activities and amenities that cater to their needs.

5.6.1. Class Penalties
 5.6.1.1. Regular Classes
 1.  Regular classes are conducted from 08:00-17:00 during weekdays.
 2.  Students with only one (1) week remaining in their study program should diligently attend classes to avoid earning penalties 
  from absences. Otherwise, students are obliged to settle the monetary equivalent of their penalties upon graduation. 

 5.6.1.2. Weekend Self-Study
 1.  Weekend Self-Study is enforced as a penalty to students for committed violations and absences. This is done from 08:00-17:00 
  every Saturdays and/or Sundays or from 21:00-24:00 during Fridays and on holidays upon SRD’s approval. 
 2.  Students who also wish to change self-study rooms should approach anyone among the SRD staff to check the availability of rooms.
 3.  Depending on the gravity of the penalties, students can apply for their preferred number of hours for Weekend Self-Study.
 4.  Application for Weekend Self-Study starts on Thursdays at 13:00 until Fridays at 13:00.
 5.  Students who are caught doing the following during Weekend Self-Study incur and additional one (1) hour penalty: 
  (sleeping, using laptops or mobile phones, watching movies, unauthorized transferring of self-study room)
 6.  Self-study scheduled on free Fridays at 21:00-24:00 are cancelled for students who are inebriated.

 5.6.1.3. Optional Classes
 1.  (YOGA CLASS, GOLF CLASS, GRAMMAR CLASS, NIGHT CLASS: IELTS Speaking, TOEIC Speaking, Job Interview)
  Current students: Application for all optional classes EXCEPT Discussion class is done every Thursdays 13:00 until Friday 19:00. 
  **Classes start: Monday the following week
  New students: Application is done on their first Monday 17:00 until Tuesday 15:00. 
  **Classes start: Tuesday
 2.  (DISCUSSION CLASS) 
  Current Students: Application for the Discussion class is done on the last week of a term from Tuesday 13:00 until Friday 15:00.
  **Classes start: first Wednesday of the term
  New Students: Application is done on their first Monday 17:00 until Tuesday 15:00. 
  **Classes start: Wednesday
 3.  Cancellation of attendance to Optional classes are entertained any day of the week but takes effect on Monday the following 
  week. Students who skip their Optional classes are given penalties.
 4.  A first come, first served policy is applied to all applications made for optional classes.

After reconstructing ideas 
from rewriting, the student is 

encouraged to go over the key 
points enumerated at the end of 
every lesson in workbooks as well 

as his/her homework and unit 
summaries.

Student identifies his/her errors in 
the Student’s Book, goes over the 

corrections given by his/her teacher 
and later on revises and rewrites the 

summary of the unit’s lesson.

During Self-Study, student goes 
over the unit discussed in class 
apart from accomplishing the 

requirements of homework given 
by teachers.

REVIEW REWRITE READ



5.6.2. Tardiness
1.  Teachers set a grace period of 15 minutes for classes. 
2.  Students who enter their classrooms beyond 15 minutes are already considered absent.
3.  Three (3) occurrences of tardiness are equivalent to one (1) absence from class.
4.  Students who are late for five (5) minutes during removal of penalty are given one (1) hour penalty. Late for 15 minutes already considers 

the student absent. 

5.6.3. Absences and Exemptions
1.  Students who are not fit to attend classes and Self-Study due to illnesses are excused from classes if they are given a one (1) hour Nurse 

form. During this one hour, students are required to rest at the clinic and are observed for improvements. Likewise, students who go for 
dental or medical appointments during class hours are excused from classes provided that they present the necessary medical certificates. 
They are allowed to go out for two (2) hours for this purpose.

2.  Absences are subject to one (1) hour penalty for every hour of absence. Apart from Self-Study hours as penalties, students are also 
forbidden to leave the academy during the weekends.

3.  Accumulated Self-Study hour penalties acquired from absences in a week should be removed every weekend. Otherwise, students are 
not allowed to go out of the academy.

4.  Students who earn penalties from absences, but only have two (2) remaining weeks before graduation,  should attend weekend self-study 
on their last weekend.

5.  Those who insist on monetary settlement for penalty cancellation are not entertained. Monetary payment for absence penalties are only 
accepted if students could not have enough time for Weekend Self-Study and are graduating.

5.6.4.Curfew
1. Students who go out of the campus without permission are given 32 hours penalty. Those who go out of the academy after curfew hours 

are also given the same.
2. Students who violate the curfew regulation during Free Fridays, Saturdays, and Sundays are still allowed to enter the academy but are 

given penalties. 
3. Curfew imposed on regular Sundays should be followed. Students are 

obliged to enter the academy before 21:00. Those who arrive between 
21:00 - 24:00 are automatically given 32 hours penalty.

4.  Unless approved by CMD managers, students who arrive in the academy on 
Monday mornings are given 32 hours penalty and are not allowed to drink 
alcohol and go out of the academy for two (2) weeks.

5.6.5. Leaving the campus (Leave Pass Form)
1. Students are only allowed to go out of the campus to Baguio’s Central 

Business District during their break time or after 17:00 for medical, dental 
or official appointments only. 

2.  Students should log their purpose for going out, at the same time; fill out a 
Leave Pass Form in the SRD office. The form is also given to Monol security 
personnel for monitoring purposes.

3.  Students who do not return within the specified number of hours in their 
Leave Pass Form are given a penalty for curfew violation. 

4.  Students are allowed to go out of the campus to establishments around 
the neighborhood within a 300-meter perimeter distance from Monol for 
30 minutes only. This 30 minutes can be consumed within 17:00 - 19:00. 
Those who spend more than 30 minutes around the neighborhood are 
given a penalty for curfew violation.

5. A Leave Pass Form is given to students who need to go to the hospital for 
emergency cases after 19:00.

5.6.6.Travel rules and regulations (Trip Pass Form)
1.  Students are allowed to travel outside Baguio City every weekends and holidays only. 
2.  In special cases, students can travel during weekdays provided that they are allowed by the managers and their parent/s or guardian/s. A 

maximum of five (5) days is granted for travels within weekdays and should still include weekends.
3.  Inform CMD three (3) days prior to the departure about the itinerary of the trip and list of members going. It is important for students to 

inform their parent/s or guardian/s regarding their planned travel.
4.  Students who travel on weekends follow a curfew upon their return on Sundays. Failure to comply with the Sunday curfew grants students 

penalty for curfew violation.
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PENALTIES

Curfew on: 

Weekdays

      Mondays to Fridays 

Free Fridays (4th Week of the term)

Saturdays

Sundays

Sundays: if the next day is NOT a Class day

Holidays: if the next day is NOT a Class day

Holidays: if the next day is a Class day

19:00-05:00

24:00-05:00

24:00-05:00

21:00-05:00

24:00-05:00

24:00-05:00

21:00-05:00

Curfew Regulation

Late for: PENALTY

1-15 minutes 4 Hours of Weekend Self-Study

16-30 minutes 8 Hours of Weekend Self-Study

31-60 minutes 16 Hours of Weekend Self-Study

60 minutes + 32 Hours of Weekend Self-Study
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5.6.8. English Only Policy
Below are the provisions for English Only Policy:
If you speak languages other than English:

At the classroom floors (B8 – B5) 4 hours penalty

At the dining Area & Office floors (B4 – B3) 2 hours penalty

At the dormitory & Roof top floors (B2 – 4) 1 hour penalty

Anywhere: If you talk to the manager in your own language.
At the Basketball Court: If you are playing any sports not as an audience.
At the Counseling Room

exception

5.6.9. Monol Properties
1.  Students are not allowed to bring properties of Monol outside of the academy unless it is duly authorized by the management.
2.  Students responsible for the damage of Monol properties are accountable to the replacement or repair of these items. They are 

obliged to settle the corresponding value of these properties at the APMD Office.
3.  Students are required to pay for the loss or damage of the following items:
 a. Monol Identification Cards (60 PHP)
 b. Laundry Claim Tag (35 PHP)
 c. Lost Room Keys (500 PHP)
 d. Broken Room Keys (50 PHP)

5.6.10. ID Cards
Students are required to wear their Monol ID Card within the premises of the academy. Those who are caught not wearing their 
Monol ID Card are given one (1) hour penalty.

5.7. STANDARDS OF CONDUCT
5.7.1. Within the academy

5.7.1.1. Cleanliness and Smoking
1.  Students are encouraged to observe cleanliness everywhere in the academy. Trash should be properly disposed in bins 

around the vicinity. Students who are caught littering are given one (1) hour penalty.
2.  Students are only allowed to smoke in designated areas within the academy. Students who are caught violating this policy 

are given one (1) hour penalty. The following are the designated smoking areas:
 a. Monol Basketball court
 b. Back verandas in dormitory floors (B2-3F), B4 and classroom floors (B5-B7)
 c. Front of the Monol coffee shop and snack bar
3.  Students who are caught smoking inside their dormitory rooms are given eight (8) hours penalty.
4.  Students are only allowed to spit in trash bins or comfort rooms. Those who are caught spitting within the academy 

premises aside from the mentioned areas are given one (1) hour penalty.

5.7.1.2. Drinking
1.  Drinking alcohol inside the academy is strictly prohibited. Drinking of alcohol is also not allowed during weekdays except on 

days when students are allowed to go out on Free Fridays and weekends.

5.7.1.3. Kitchen Utensils
Students are not allowed to bring kitchen utensils outside of the academy. Borrowing is allowed using ID cards.

5.7.1.4. Decorum
1. Disrespectful behavior towards fellow students, teachers and other Monol employees are not tolerated. 
2. Acts of lasciviousness inside the academy like kissing or engaging in sexual acts are not tolerated. 
3. Engaging in romantic relationships with Monol employees is strictly prohibited. 
4. Any form of gambling is not allowed within the premises of Monol. 

5.7.2. Inside dormitories
1.  Observe cleanliness inside dormitory rooms.
2.  Students are encouraged to be organized with their personal belongings and practice neatness and orderliness inside dormitories. 

This is to avoid conflict among roommates. 
3.  Treat your roommates with respect, sensitivity and good manners.
4.  Immoral or scandalous behavior, engaging in fights and vandalism are forbidden.
5.  Handle dormitory facilities and equipment with care. If anything is amiss, report it immediately to ASD.
6.  Respect and follow the quiet time imposed on the campus and the neighborhood at 22:00-07:00.
7.  Never hesitate to express concerns and practice continuous communication with roommates to avoid misunderstandings. 

PENALTIES



6.1. TUITION AND OTHER FEES

6.2. VISA EXTENSION

*Fees to settle depend on the nationality of the student. 

See complete list of fees on page 6, chapter 2.10.2.
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TUITION & FEES

* Prices of flight tickets and travel Insurance differ 

according to agency. The choice is up to the student.

*. Fees for SSP, ACR I-Card, and visa extensions are 

settled at the Office of the Administrator to personnel 

in-charge.

* Payment of security deposit, utilities (i.e. electricity and 

water consumption), books, and penalty is given to 

APMD.

5.7.3. During class hours
1.  Communicate with your teachers with respect and courtesy. Treat your classmates with good manners as well. 
2.  Exercise punctuality to avoid penalties. Attend classes on time.
3.  Eating in classrooms is not allowed. Observe cleanliness and orderliness for the next user of the classroom.
4.  Never hesitate to express difficulties and ask clarifications from your teachers about unclear class topics or activities to avoid 

miscommunication. Further, be open and considerate to criticisms or corrections of teachers  for your own improvement.
5. Never do any personal favors for teachers.  

6. Observe proper hygiene and decent attire.

5.7.4. Disciplinary actions
Penalties or sanctions imposed for violations are all dependent on the gravity and frequency of the acts committed. Monol 
implements three (3) types of disciplinary actions to students relating to decorum. 
 •  Students are given 16 hours penalty.
 •  32 hours penalty is given to students and are not allowed to drink alcohol and go out of the academy for two (2) weekends.
 •  Students who have several special penalties are asked to make and sign a promisory note with conditions. Agencies of students 
  are notified of these situations as well.
 •  Students are expelled from the academy.

6 FEES AND PAYMENT

Security Deposit

ACR I-CARD

SSP (Special Study Permit)

Books

Utilities consumption

$ 100/PHP 4,500

PHP 3,000 

PHP 6,300

PHP 150 - 300

Consumption is measured by 
a gauge and is divided into the 
number of users every 4 weeks

PENALTIES

**Payment of tuition, accommodation and registration and 
pick-up fees is strongly encouraged and preferable before 
arriving in the Philippines. 

Fees paid in the PhilippinesRegistration fee $ 100

Pick-up fee $ 50

Tuition

General ESL $ 730/４ weeks

Business English $ 800/４ weeks

Regular IELTS / TOEIC $ 850/ ４ weeks

IELTS Guarantee Score Program $ 950/ ４ weeks

Dormitory

Room for 2 $ 750/ ４ weeks

Room for 3 $ 600/ ４ weeks

Room for 4 $ 510/ ４ weeks

3+1 $ 650/ ４ weeks



Refunds are processed after filling out a form at the CMD office. Ideally, the refunded amount are sent through agencies after a week of the 

students’ Graduation. However, depending on the circumstance, the refund may be processed earlier and released before the graduation of 

the student. Fees for SSP, ACR I-Card, and visa extension are not refundable. The same is applied with the registration fee, pick-up fee, and 

other actual expenses. Students who are expelled due to incurred penalties and violations are not entitled to refunds.

7.1. Cancellation of program before arrival in the Philippines

1. Prior notice of cancellation for more than a week before departure to the Philippines guarantees a full refund of tuition and accommodation 

fees, except the registration fee of 100 USD.

2. On the other hand, students who cancel registrations less than a week before their arrival in the Philippines receive a refund with a 

deduction, which is a week’s worth accommodation in Monol. 

7.2. Cancellation during the program

1.  Depending on the duration of their program and on the date of cancellation, students can receive a refund if they decide to stop their 

studies in the middle of their program.  No refunds are given to students who already finished 50%. 

7.3. Cancellation of program extension

1.  A 10% deduction to the total refund is applied to cancellation of extensions two to four (2-4) weeks prior to the start of classes.

2.  On the other hand, students who cancel one to two (1-2) weeks before the start of their extension get a refund with a 20% deduction. 

3.  In cases where students have already started their extension, the same policy on the cancellation of studies during the program is applied.

7.4. Change of accommodations

The change of rooms can be granted upon availability. Transfers are permitted every two (2) weeks. Application for change of rooms is done  

at the CMD office on the mornings of the 2nd and 4th Wednesdays of a term. If said transfer is allowed, the students can transfer to their 

new room during the weekend.

1. Every third Friday of a term, a meeting for the graduating students is arranged from 19:00 to 21:00 p.m.

2. In this meeting, students get to know the procedures for graduation and how to fill out the Pre-departure form.

3. On Graduation day, students are required to return borrowed items to ASD and are also obliged to be present on the scheduled inspection 

time.
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2.  Students who need to cancel or stop their studies due to health reasons or family problems are guaranteed with 

a 50% refund. However, relevant supporting documentation like medical certificates should be submitted to 

Monol management within 15 days.

REFUND

3 weeks 
(25%)

6 weeks
(50%)

12 weeks
(100%)

50% 25% 0%

7 REFUND POLICIES

REFUND

8 GRADUATION
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4. After dorm inspection, students are, then, asked to settle bills and penalties at APMD, at the same time, receive their security deposit.

5. The receipts are submitted to SRD and in return, SRD releases the certificate and passport of the student.

10.1. Monol Campus

10.2. Baguio City

Since Baguio is considered as the center of education in the northern part of the country, it has well-established social services that cater to 

the needs of the students from the different surrounding provinces, as well as from other countries, but does not have too much nightlife 

activities that may distract students from studying.

10.2.1. 

10.2.2.

10.2.3.

10 PRACTICAL INFORMATION

Verification of 
penalties

(SRD)

Claiming of 
certificate and 

passport
(SRD)

Payment of bills 
and penalties;

Claiming of deposit
(APMD)

Fill out Pre-
departure form

Inspection
(returning of laundry 

basket, ID, keys, 
beddings)

Public Transport

Jeepney

Jeepneys are one of the most popular public transportations in the Philippines. You can take a jeepney from the town center to 

Monol and vice versa for only 8.50 PHP per way.

Taxi

Taxi drivers in Baguio are patient and kind. With the 35 PHP flagdown rate, they can take you to  your destination without asking 

for tips or charging additional.

Tourist Attractions

Aside from panoramic vistas, Baguio boasts of attractions that have made the city famous  among tourists. Camp John Hay, Mines 

View, Burnham Park, Mansion House, Wright Park, Botanical Garden, Philippine Military Academy and the BenCab Museum are 

some of these spots.

Shopping Centres and Restaurants

Baguio City has four established malls: SM City, Porta Vaga, Abanao Square and Center Mall. The biggest among the four is SM City, 

which has shops and restaurants that cater to both local and international tastes. 

GRADUATIONREFUND

Pilates & Yoga Instructor
17:00 - 21:00

Sauna
09:00 - 24:00

Gym Instructor
15:00 - 24:00

Other Sports
at SRD

1. Bringing in or doing drugs inside the academy

2. Stealing academy properties or other students’ belongings

3. Provoking fights and mischievous behavior

4. Frequent offenses of the academy’s regulation on entering of other students’ dormitory rooms 

5. Frequent offenses of going out of the academy without permission

6. Frequent offenses of the academy’s no-drinking policy

9 DISMISSAL RULES
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Pizza

Pizza Volante

Session Road

Zio’s Pizzeria

Military Cut-Off Street

Bambenny’s

Governor Pack Road

Carlo’s Pizza

SM City, Luneta Hill

Don Henrico’s

SM City, Session Road

Vizco’s

Session Road

Army Navy

Session Road

Find Dining

Hill Station

Upper Session

Forest House

Loakan Road

Bliss Cafe

Hotel Elizabeth

Fireplace

Outlook Drive

Le Monet

Ordonio Drive

Le Chef

Hotel Manor

Mario’s Restaurant

Upper Session

Cafe

Cafe Will

Legarda Kisad Road

KaffeeKlastch

City Camp Road

Oh My Gulay

Session Road

Cafe by the Ruins

Shuntug Street

Figaro

SM City

Starbucks

SM City, Session Road

Merlion

Tacay Road

International (Oriental)

Central Park (Chinese)

Kisad Road

Rose Bowl (Chinese)

Juan Luna Drive

Korean Palace (Korean)

South Drive

Hodori (Korean)

Mabini Street

Chaya (Japanese)

Legarda Road

Happy Tummy (Thai)

Romulo Drive

Oh Mai Khan (Mongolian)

Upper Session

1. Hill Station

2. Barrio Fiesta

3. Rose Bowl

4. Oh Mai Khan

5. Pizza Volante

6. Oh My Gulay

7. Vizco’s

8. Don Henrico’s

9. Solibao

10. Hodori

11. Central Park

12. Cafe by the Ruins

13. Korean Palace

14. KaffeeKlatsch

15. Cafe Will

16. Forest House

17. Fireplace

18. Zio’s Pizzeria

19. Kamayan

20. Mario’s Restaurant



10.3. Jeepney and Bus Terminals:        10.4. Regular Holidays in the Philippines

1. Victory Liner Bus Terminal (to Manila)

2. Victory Liner Mini Bus Terminal

3. Central Terminal

4. Jeepney Terminal (Quezon Hill - Tam-Awan, Tacay)

10.5. SAFETY TIPS AND LAW
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New Year’s Day

EDSA Revolution Anniversary

Araw ng Kagitingan (Day of Valor)

Labor Day

Independence Day

Ninoy Aquino Day

National Heroes Day

All Saints Day

Bonifacio Cay

Christmas Day

Rizal Day

Jan 01

Feb 25

Apr 09

May 01

Jun 12

Aug 21

Aug 27

Nov 01

Nov 30

Dec 25

Dec 30

1. Walking and strolling are some of the popular 

practices of Baguio residents. Since sidewalks 

are crowded with pedestrians most of the 

time, always remember to be alert to your 

surroundings. 

2. Never put your wallets in your hip pocket. It 

can be the first target of pickpockets when they 

get a chance.

3. Never accept drinks, candies or food from 

strangers.

4. Smoking is prohibited anywhere in the town 

center. Some establishments allow smoking 

while some, set designated areas for it. Fines for 

violation range from 500-2000 PHP.

5. Keep all your belongings with you at all times 

whenever you go out. Never leave your things 

unattended in restaurants, bars or shops.

6. Avoid going through dark alleys alone and 

unsure of directions. The best choices to ask for 

directions are security guards of establishments 

or sari-sari stores. 



Above and Beyond Learning English


