Republic of the Philippines
Department of Education
Region VII, Central Visayas
TAGBILARAN CITY SCHOOLS DIVISION
City of Tagbilaran
Email Add: dtagbilarancitydivision@yahoo.com.ph
Telefax # (038)-501-9449 Tel #; (038) 411-329

January 22, 2018
DIVISION Mﬂl\’i’)ORANDUM
No. O 1 , 5. 2018

DISSEMINATION OF DEPED ORDER NO. 66, S. 2017 ENTITLED “IMPLEMENTING GUIDELINES
ON THE CONDUCT OF OFF-CAMPUS ACTIVITIES”

To: Public and Private Elementary and Secondary School Heads/Principals
All Others Concerned

1. This is with reference to Regional Memorandum No. 0037, s. 2018 dated January 22,
2018 disseminating the DepEd Order No. 66, s. 2017 entitled “Implementing Guidelines of Off-
Campus Activities” for the information and guidance of all concerned.

2. For details, please see attached enclosure to this Regional Memorandum for your
reference.
3. Immediate dissemination of this memorandum is directed.

.VIRGINI ZAPANTA, Ed. D., CESO V
Schools/Divisi nSuperintenden'%,
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REPUBLIKA NG PILIPINAS é
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REGIONAL MEMORANDUM

Nwa_i, Series of 2018

DISSEMINATION OF DEPED ORDER NO. 66, S. 2017 ENTITLED
“IMPLEMENTING GUIDELINES ON THE CONDUCT OF OFF-CAMPUS ACTIVITIES”

To: Schools Division Superintendents
Public and Private Elementary and Secondary School Heads
All Others Concerned

1. This Regional Office disseminates DepEd Order no. 66, s. 2017 dated December 27, 2017
entitled “Implementing Guidelines on the Conduct of Off-Campus Activities” for the information
and guidance of all concerned.

2. Attached is a copy of said DepEd issuance for your reference.
3. Immediate and wide dissemination of this DepEd Order is directed.
JUiIET A. JERUT
Director |V
Officer-in-Charge -
chgg:e of the Regional Director \)
Enclosures: as stated
JAJ/LC/jksh
CAD

Regional Drirector’s Office: Tel. nos.: (032) 231-1433; 231-1309; Telefax 414-7399; 414-7325; Asst. Regional Director’s Office Telefax: (032) 255-4542;
Field Effectiveness Division: (032) 414-7324; Curriculum Learning Materials Division (032) 414-7323;

Quality Assurance and Accountability Division: (032) 231-1071; Resource Mobilization and Special Programs and Projects Division: (032) 254-7062;
Training and Development Division: (032) 255-5239 loc. 112; Planning, Policy and Research Division: (032) 233-3030; 414-7065;
Administrative Division: (032) 414-7326; 255-1313; 414-7366 414-4367; Budget and Finance Division: (032) 256-2375; 253-8061; 414-7321
Website: http:++www.depedro7.com.ph

“ EFA 2015: Karapatan ng Lahat, Pananagutan ng Lakat ™
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Mepactment of Education

, 27 DEC 2017
Deplid ORDER ‘

No. BB, s 2017

IMPLEMENTING GUIDELINES ON THE CONDUCT OF OFF-CAMPUS ACTIVITIES

To: Undersecrelaries
Assislant Secretaries
Bureau and Service Directors
Regional Direclors
Schools Division Superintendents

Public and Privale Elementary and Ser ondary School Heads
All Others Concerned

L. In support of the K to 12 Curriculum implemezntation, the Department of Educstmn
(DepEd) hereby establishes the enclosed gutdelmc< on Lhe conduct of co-curricular and

extra-curricular off-caumpus activities {or public and private schools.

2. All co-cuiricular and e:ﬂra'-curricuia_r activities will adhere to the following:
a. cnsure relevance and aligmment wilh the educational compelencies of the
K 1o 12 Curriculum and leadership development of learners;
b. uphold child protection principles and that no learner shall be
disadvanlaged in any form; and
c. observe the safety and sccurily prolocols for all participants befare, during -
and alter the activity.
3. This issuance repeals Depld Order Nos. 87 and 52, s. 2003, 5, s. 2002 and 36, s.
2001. ¢

All olher related issuances, rules and regulations, as well as provisions which are
inconsistent with this policy arc hereby repealed, rescinded, or modificd accordingly.

4. Immediate disseminalion of and slrict cormpliance with this Order is directed. .
0(/‘/ /M“ -
LEONQF M !\fx'lﬂll 3 BRIONES
Seorclhiary
Encl.

As stated

N

References:
DepEd Order: (Nos. 27 and 52, s. 2003, 51, s. 2002 and 56, s. 2001)
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(Enclosure to Deplid Order Ne. 66, s 2017)

. . .
II\(IPLEIVIEN’l‘II\fG GUIDELINES ON THE CONDUCT OF OFF-CAMPUS ACTIVITIES

L.

111,

RATIONALE

The boplementation of the K lo 12 Curriculum by the Departmernt of Education
(DepEd) is geared toward the holistic developinent of the learner. As such, the
DepEd recognizes the value of experientiad learning as a holistic learning model
through which the Jearner develops maslery of larget competencies by first
Oblaln_mg conceptual understanding, followed by ils application to authentic
situations, and finally rvefllecbon on (he experience gained. In support of this
learning process, relevant off-campus aclivites are bLeing implemented by the
DepEd at the different governance levels (o supplement and enhance classrcom-
based theecries and concepls with immersive activity-based leauning experiences.

To ensure that these olf-campus activities atlain the intended purpese, DepEd
recognizes the necessity of updating and improving existing guidelines into a
comprehensive policy. The relevance of ofl-cainpus aclivities vis-a-vis the K to 12
Curriculum shall be /

given utmost importance in organizing such activities. At the same time, while
the Department seeks Lo enhance the learning experience by spearheading the
conduct of off-campus activities. the salely and security of all participants,

namely. the learners, their parents/guardians, and DepEd personnel should be
highly considerecd.

Given Lhese, DepEd shall establish standasds and procedures in the conduct of
Off-Campus activities involving learners, ‘leachers and relevant offices in the
DepEd to maximize the gains {roin such aclivity and ensure its alignment with
the overall learning outcomes. Additionally, this policy auns to provide general

and specific guidance pertaining Lo the roles of relevant stakehoiders, safety and
security measures, and accountabilily mechanisms.

ECOrE

This policy covers the implementation and management of co-curricular and
extra-curricular off-campus activities in all public and private schools.

DEFINITION OF TERIMS

For clarity and consistency. the following frequenty used terims and phrases in
this document shall be construed as (ollows:

1. Activity Head - any aulborized personnel

primarity responsible [or the
learners during an olf-campus aclivily :

[\

Chaperone - a person assigned (o accompany and supervise learners during
olf-campus aclivilies

Educational Field Trip - a cavefully planned activily involving travel Lo sites
cutside the classroom and school premiscs where lesson delivery lleuaJ.ly
takes place for firsthand learning opportunities, the clesign of which is built
around achieving particular core conpetencies of the curriculum
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5.

-
f.xuard}an ~ refers to legal guardians, fosier porents, and other jpersons,
including relatives or even ron-relatives

: . who have physical custody of the
child -

Off-Campus Activity - an aulhorized acUvity relevant lo learning that takes

place outside the school premises, parlicipated by Jearners and supervised by
tsachers and/or staff and other concerned slakehotders

a. Off-Campus Co-curricular Activity — authorized, voluntary, non-graded
off camnpus lcarner engagsinents anchored within the bounds of the

standard  cuwrriculum  and  educational compelencies organized and
coordinated by authorized learner or civic organizations

Off-Campus Extra-curricular Activity - voluntary, non-graded off-
campus learner engagements not anchored on the standard curriculum
and educational compelesicies either offered/coordinated by the school,

authorized learner or civic organizalions (hal aim to promote the halislic
development of learners

Roadworthiness - pertains to the abilily of a vehicle to be street-legal and in
a suitable operaling condition as

per the standards of appropriate
government/regulalory agencies

IV.POLICY STATEMENT

DepEd hei’eby cstablishes the policy un the conduct of ofl-camnpus activities to set
the guidelines on the conduct of co-curricular and exlra-curricular off-campus
activities in public and private elementary and secondary schools.

General Principles

All co-curricular and extra-curricular activities will adhere to the following:

[OW]

ensure relevance and alignment with the educalionsl competencies of the K
to 12 Cuwrriculum and leadership develdpment of learers;

uphold child protection principles and that no Jearner shall be disadvantaged
in any form; and

observe the safely and securily prolocols for all participants before, during
and after the activity.

Off-campus aclivities shali not be uscd as a means Lo raisc funds for the SCIll?Ol
or an association. All curricular and nationally mandated off-campus activilies
shall be subject to existing policies governing them.

V. CATEGOIIES OF QFF-CAMPUS ACTIVITIES

A.

DepEd Mandated and Initiated Off-Campus A,ctivities o
In support of the K to 12 Curriculum implementation and the 1~'1('_71|:stsc
developiment of learners. Depld regularly unihiates an'd'/or rnandatels activities
that are conducted outside of the schiool. These activities are organized b\ ti?s
central, regional and division offices. and follow existing issuances specific to
the activily.



Externally Initiated ()[:f-(jmn_pus Activities

Lxternal.stakeholders may involve sciools o their aclivities
which are off-campus in nature. For public schocols, such activities shall
require approval Jrom DRe PIEd authovities per governance level. For [“ll"a‘F'
schools, appropriaie Sdmu Lauthoritiss will be in charge of the approval. The
planned off-campus activity shall e thoroughly discussed with schuol

management before seeking appraval irom concerned authorities. This shall
follow strictly articnlated procedures in this policy.

and programes,

School Initiated Qff-Campus Activities

Public schools shall be allowed Lo organize lield trips and/or educational
lours provided that these will riot entail Ihwge costs and will not risk the safety
anhd  securily of learners. [Field trips and/or edicational lours are

SUPplelnental activities only and shall not in any way replace the lcarnmg
delivery

The conducl of off-campus activities will be a prerogative of the school heads
and subject to the appreval of the Schools Division Superintendents {(SDS).

VI.ROLES AND RESPONSIBILITIES

Central Oflice

The overall policy guidance will come from the Office of the Undersecretary {or
Planning and [*Leld Ciperations and Undersecretary for Curriculum and

Instruction. Specifically, the following are the roles and responsibilites of
concerned bureaus:

1. Bureau of Learner Support Services

a. Oversee the implementation of this policy

b. Resclve emerging issues and challenges in the imiplementation and
managernent of off-campus activities

c. Conduct periodic monitoring and  evaluation  of off-campus
activities

d. Spearhead the review of the policy on off-campus activities

2. Bureau of Learner Delivery (BLD) and Bureau of Curriculum
Development (BCD) .
a. Ensure curricular and naticneally-mandated co-cu rricular aclivities

adhere Lo the prolocols sclin this pehey

L. Participate tn the repular review of this policy

Regional Office

Given lie shared responsilntity of Re givnal Office (IRO) funclional divi isions in
the conduct of co- and extra-curricutar off-campus activities, herewith are the
rolzs and responsibilities of concerned oifices: :

1. Education Support Services Division {ESSD]) and Curriculum and
Learning Management Division [CLMD) e lar off
a. Spearhead the nationally mandaled co- and extra-currniceular o
campus activity held at the regional level



>, Bvaluate and recomymend the approval

ol division and regional level

aclivity proposals these contribute (o (he

and ocoasure  that
curricuium and learmer's developrisiat
Ensure that off-campus activities stricty comply with procedures
stipulated in his policy ,

Monitor the conduct of co- and extra-curricular activities
Resolve emerging

managentenl of =

issues and challenges in the implementation ane
hool-titiated vif-campus activitics

L55D shall be the overall in-charge (13 (he inorntoring and evaluation of the

implementation ¢

o

Fthe policy vn off-campus activities at the regional level.

Schools Division Office

Given the shared responsibility of Schinols Division Oflice (SDO) functional
divisions in the conduct of co- and exlra-curricular ofl-campus activities, as
appropriate herewith are the roles and responsibility of concerned offices:

1. School Governance and QOperations Division (8GOD) and Curriculuimn
Implementation Division {(CID)

C.
a.
L.
C.
d.
e.
[.
SG
t
fevel.
D. School

Facilitate siootli implenientation of of{f-campus activities initiated
at the SDO level, as appropriate

Monitor the congd
e

uct ol co- and extra-curricular activilies
Evaluate and

commend the approval of school level activity
proposals and enswre that these are aligned with the curriculum
and contribule to learner's developuent

Secure  a list of  both  accredited  and  Dblacklisted  tour
operators/seivice providers based on track record and credibility,
which schools cany reler to

Ensure that off-campus activities stricly comply with procedures
stipulated in this policy _
Resolve emerping jssues and challenges in the ilxr{p.lernenl:at;mx and
managemenl of school-initiated oll-campus activities

OD shall be the overall in-charge in the mouitoring and evaluation of
he implementation of the policy on off-gammpus activities al the division

i. Schoul Head

a.

d.

Ensure that proposed off-campus activities are in the Annual

improvemenl Flan, especially those that can already be anticipated
Ly the school g

2. Review schiool level aclivily propesals and endorse (o SDO for

approval ; . . s with

Ensure thie alipnment ol school level activity proposals with the

targel key stage and corresponding compelencies of the Ktel?
= - 2

Curriculum _ e

Ensure thal aclivitics stricty  comply  with  the procedurces

stipulated 1 this policy

. Schedule catch up learning scssions (or the partcipants of off-

campus co-curricular aclivities held at the division, regional ol
national levels who miss classes to altend said activities
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< _;'l l, (_..lll'..l[gn_lg_ ISSLUEs At challenges in Lhe implemeutation and
management of school-initiated off-c

' A ampus acltivilies
g. Submit aclivily reports Lo the SOO

2. Aclivity Head
a. S_pe;ulwad the planning and preparation of the off-campus aclvily
b. 1*;c1litate the parents'/guardians’ conference, pre—clepag'tl_u-é
orienlation, and nther similar preparatory activilies
¢. Ensure that safety measures, protection of learners, aind relevant
procedures stipulated in tiis policy are strictly obsesved in the
planning, activity proper. ard post-aclivily stages
Conduct post-activity processing. and prepare the aclivity report to
be submitted 1o the school head

cl

3. Parents and/or Guardian of the Learners

a. Parlicipale in the planning and preparatory activities such as
parent/guardian conference, pre-departure bricfing, and othec
sinular preparatory activities :

b. Accomplish and submit Parent's/Guardian’s Consent Form {(Annex
C} to concerned teachers Lo indicale that they are altlowing their
child/ren to join the oll-campus activity

c. Inform the concerned tcachers of the learners’ specific medical
needs;

d. Provide the required informalion stipulated in this policy prior to
the conduct of the olf-campus activity.

-

Ensure that necessary arrangements for Lravel insurance are
secured.

Four private schivols, their respective approving authiorities shall be engaged as
provided in their respective manual of rules and regulations. Private schools

should likewise stricty observe the engagemenl of parenls and/or guardians
n the conduct of all off-campus activities.

PREPARING FOR OFF-CAMPUS ACTIVITIES

Planning

I accordance with the principles provided for in these guidelines, all schools

and other coacerned offices shall prepare a plan and seek the approval of
concorncd authorities. The plan should take into account learners’ diversity,

context, and needs. This should be part of the school's annual planning
activity to ensure thal off-caunpus activilies support education priarities, and
are relevant to learning and development of learners. {n this light, planning of
an off-caunpus activity shall provide a clear justilication that covers iimportant
aspects such as relevance to (he curriculun, salely and SCCUlity measures,
and accountability of concerncd stakehoiders, among others. Private schools
may also adopl their own planning process Lo ensure that off-campus

activities ave aligned with (e curriculum  and help attain educational
compelencics.

Parents should have actve involvement in the planning of off-campus
activities. At the planning stage, they should be informed of the details of the
activity and nature of participation of their children. They shcjulcllalso be
encouraged Lo allend these activilies as long as Lheir resources peraut.

L}



For ofl-campus aclvities (el shall b 2O - g

Aotivit ¢ P[ro ;..l.l\il,lLvS'w]lcl_ shall be conducted ﬂloz‘ al least one day, an
Y | posal (Annex  A) shzdl be sulunitied to  the approving

authority/ies [or review and anproval, :

For all off-campus activilies less thw one day, concerned teachers stiall seel

the approval of the school head in wriling. The concerned teacher shall

exercise utmost diligence in observing e salety and security of the learners
throughout the duration of Uie said avslivity.

Safety and Security Measures

The following safely anl securily measures shall be observed by all public and
private schiools when planning an ofl-campus activity:

i. Buddy System — All leainers paulicipating in an off-campus aclivity should
be assigned a buddy except when only orne learner is traveliing with the
concerned teacher. This is to ensure thal somiecone is looking after one
another and that no cne gets left behind. In bigger groups, these paired
learners shall be assigned Lo a teacher o any parbicipating adult.

W)

Medleal Kit - The activily head shall ensure that there is an accessible
medical kit throughout the duraticn of the off-campus actlivity. Learners,

in particular, shall be made aware of how to access the medical kit
whenever necessar. '

[N}

Emergency and Evacuation Procedures - All responsible personnel in
the conduct of an cff-campus activity shall be guided by the principles of
etmergency and evacuation protocols as per School Digaster Risk Reduction

aild Management Manual. This shall be part of the pre-departure briefing
with all the participants.

4. Food - All personnel involved in an off-campus aclivity shall continuce to
promole the consumption of healthy lood and beverages during the entire
trip pursuant to DepBd Order No. 13, 5. 2017, ‘

\.“ﬂ

Learner Medical €Condition ~ Concerned teachers should be aware of the
participaling learner’s medical condition. As  necessary, medical

clearance shall be required especially if strenuous phiysical activities are
part of the olf-campus activily program.

Learner Emergency Contact Details - Concerned teachers shall secure
the cmergency contact details ol every leaner joining an coff-campus
activity. In the same vay, concerned teachers shall give their contact
details to the paurents/guardians of learuers.

7. Learner Safety and Emergency Card - In addition to the wearing of
schiool 1D, each learner joining an off-campus activity should prepare and
wear a safety and emergency cavd, which contains Lhe following details:

a. Learner emergency contact details
b, Contact number of concerned Lleacher/s o

Allergies and other pertinent health inf’ol'inatioq (e.g. p_x‘e—exjstmg

conditions, dictary restrictions. preseriplion medications)

d. Bloed tvpe '




Mo cost*shiould bLe incurred by the

learners w1 the
Learner Salety and £ ruergency Carvd '

preparation of the

3. Traffic Rules and Convoy - Vehicies shall strictly lollow Lhe iraffic rules

and related regulations as set by the faw (ex. speed limit, use of seatbelt,
capacily, etc ). ere multiple vehicles are used during an off-
campus activity [

s shiall always be in convoy.

RS
W

i cases wih
, saul veluicle
9. Weather Condition - The activity head shall closely monitor weather

forecasts and patierns 2.3 days before and on the day of the scheduled off-

campus aclivily. Il inclemenl weathier is expected the school head shall
immecdiately (‘ancel the planned trip.

Off-camipus activities shall be llexible and incur no extra costs in cases
wlicrein rescheduling occurs

C. Site Selection for Fleld Trips/Educational Tours

Apart [rom relevance (o the curriculum, lecal sites of academic and/or

historical relevance should be prioritized te promote local knowledge sources
and cost-elliciency i determining the venue for feld trips/educational tours,
D. Service Providers
Off-campus  activities  rvequiring the  services of external  tour and
transportation operators, among others, shall comply with the provisions of
these guicdelines wo cosure e salety of participants. An agreemertt s'hall be
joinUly signed by the procuring entily and the service provider, speciflying Ll?e
1eqpons1b|hm=s and liabilities of Lthe parties especially to the learners who will
participate in the off- -campus activily.

1. External Partuers {ex. barangay, a public or private school] — The school
may be assisled by an caternal pariner in termns of an off-campus activity

anc/or transportation service, provided that a written agreementis signed
by both parties Leloreliand.

Tour Operators - Tour operators providing services for off-canipus activity
destinations shall be duly accredited by government agencies. The
follo*ving, documents shall be checked frow the tour operator:

. Certified True Copy of Acc i@fil[EIUOH Certificate by the Departinent
of Touristn (I2UT)

. Certified True Copy of Certification from the Land Transportation,
Franchising and Regulalory Board (LTFRB) on the validity and
scope of franchise of the tour operatoi’s velicle /s, if applicable

Moreover, itinerary and activities offered per ivcation must be made clear
in e agreemeant and stricly followed. An ofl-campus activity venue must

be able Lo comlortably acconuvodate the expected number of participants
al a liyne.

3. Transportation Providers — Vehicles, most especially those al-;-a_ngefi Wmi
: - certified by Yeparlmen
exlernal Uransportation operators shall be duly certified by the Depas

of Transportatica (DOTr)/Lanud Transportation Office (LTO). Vehicles

2




_C)

should 1ol be maore than 10 years old as of the scheduled date of the off-
FMIpUS aclivity reckoned Jrom the vear of manufacture. Furthermore
pertinent docuineuts including

Lo bt aol limited to, the {ollawing shall be
checked as to theijr validity: ' )

a. Registration of Vehicles
. Insurance Coverage
c. Professional Diriver's Licen=c

d. Roadworthiness Certificate

e transporiation providers shall subinit a list ol the specific vehicle /s
and corresponding plats number/s to be used, and assigned driver/s, for
an off-campus aclivily no( less than live ($) davs beflore the activity. Only
the pre-identified vehicle/s and driver/s will be permitted during the
activity itselll Prior (o the scheduled activity, the wansportation provider
shall conduct necessary inspection of the identified vehicle/s in the
presence ol the activity head or any authorized personnel.

The number of participants per vebicle shall be strictly limited to its sealing

capacity. Overloading and usage of additional seats in the vehicle aisle
shall be strictly prohibited.

4. Drivers - The school shall ensure Lhat all divers assigned to service off-

camnpus participants have wupdated licenses and are in good medical
cendition as per their

latest healthh cxamination within a
scheduled activity.

year ol the

Learners with Special Needs

Appropriate accomimodations andjor medifications shall be provided lor
learners with special needs

Parent/Guardian Conference

Parents/Guardians shall be convened to discuss all approved and upcoming
of[-campus activities. The program, logistical and administrative requirements
will be discussed in the conference. For these who were not able to attend the
conference, the school shall send a letler of information signed by the principal
Lo these parents/guardians. For ofl-campus activities thal are not initiated by
the schoot (e.g. barangay. Regional Qffice. Schools Division Office, etel), the
invitation or memoranda should he atlached to the letier of information. Duly
accomplished censent forms (Annex C) shall be submitled to the activity head
prior to the activity.

Pre-Departure Briefing .
All of[-campus aclivity participants - learners, leachers, parents/ guardlaﬁs B
shall attend a pre-departure bricfing to discuss, aumong others, the follr\?\n.'mg:
a. Program. including the aclivities that e learners will participate
i
b. Expenses that mav be incurred
¢. Information on the place/s o visil
d. Emergency and evacuation procedures



VIII.

To ensure the smootlh conducl of
schools must observe the lollowing

l‘x.

)

. .
. Salety and security measures
I Reparture aid arvival area

l"he activily head shall ensure that all clavificalions, concerns and issues are
discussed and resolved during the pre-departure briefing.

= R

For activities that will involve big groups, groupings shall also be dane during
this phase. Chaperones shall e identified and provided with a lisl of learners
under their care. ) :

For activities that require multiple arveas to be visiled, a map with the pre-

determined visit points shall also be provided to the lcarners during the pre-
departure. '

Those who fail to altend the pre-departure briefing shall not be allowed to join
the activity,

ACTIVITY PROPER

off-campus aclivities, all public and private
requirad due diligence:
School Rules

Schwool rules shall apply during off-caunpus activities.

Velicle Inspection

On the day of the ofl-campus aclivity aud beflore learners board the vehicle,
the schiool shall inspect and ensure that the vehicle is in good condition and
crosscheck both the vehicle and the driver with those pre-identified fot the
activity. ‘ .

Manifest

ANl participants - learnwers, parcnts/guardians, teachers and other personnel

- shall sigin a manifest (Annex B) before leaving the school prewmnises and upon
return to the school.

Tracking

Headecount shall be conducted Lefore leaving thie school and upon arrival at
every off-cainpus venue.

For off-campus activities with transporalion providers, the school shall keep
irack of the vehicles that leave and retuwrn to the school, as well as the learner-

and teacher-passengers. This tracking shall be made transparent to parents
or guardians.

A specific wailing area in the school shall be designated where all returning
learners shall be picked up by their [Etcher. Learners whose fei_v:.l.iers are vel
to arrive shall diligenily wail in this area, and shall be supervised by the
teacher-in-charge.

Briefing Upon Arrival ) _ N
Upon asrival al the venuc, the learness should be briefed on the Safc:t_\-‘anc
securily smeasures, sinergency and evacualion procedures, as well as rules

1o



a:nci regulations to be observed in e veuue . D cards and Learner Safety anc
Emergency Cards shail alse be checked by the concerned leachers, .

Close Supervision of Learners
Close supervision ol leaners shal
campus aclivity. All learners
ta these concerned adull
activities, theve should be
than the sealing capacity.

I be obsceved in the entire duration of the off-
shall be instrucled o report their whereabouts
participants i case of big group off-campus
at leasl two chaperones in a vehicle of not more

When lined up with the learners
shall be designated at the ront of the line, whi

al the back. Learners shall nol be permilled t

, one chaperone
le the other shall be assigned
o wander off on their own.

For oft-campus co- and extra-currienlar activilies initiated by thie division,
region, or external entily, parlicipaling learners are required to be

accompanicd by concerned ieacher/s or coach/es from the participating
schuol.

Kindergarten up o Grade 3 learners niust be accompanied by their
parents/guardians during off-caunpus activities.

. Educational Tourism

For ofl-campus activilics with an cducational component particular to Lhe

venue/ place/s to visil, relaled leclure must be conducted throughout the wip.
H. Drop-Oif .

Learners who joun an oll-campus activity shall be dropped ol at the designated

wailing area in the school. Elementary learners shall not be allowed to leave
the school premises withoul their fetchers.

The parent/guardian who wishes their child or children o be clroppeq off

elsewhere, shall directly communicate with the activity head or authorized

personne] the drop-olf details. The learner’s fetcher must e_h‘eadj.'_be in .the

agreed drop-off arca by the time the learner is o be dropped ofl. Othenrwvise,

the learner shall be drapped off and picked up at the school. '

1. Post-Activity Vehicle Checle _
Authorized personnel shall inspect the vehicle for any items that might have

besn Jelt behind Ly the learners. They shall collect any found items and
lacilitale the clainiing of the soid items

IX.POST-ACTIVITY

To get the Tull benefits of the off-campus activily, post activity processing must
be conductad.

A. Learners’ Culminating Activity o . '
The class adviger shall conduct a culminating activity EUL'd process \H.t]_l Lh_e
learners the aclivilies conducted vis-a-vis the cm'ricul_um. The activity am;< to
process and synthesize the learning expericnces ancl insights of lesrners from
the conducted off-cainpus activity.

- o v - S [-car acti'»"lt\’
Teacher/s invelved shall ask the lcarners who yoined the olf C"_U“LJL\‘\_SeH what
for fecdback on the activily; particidarly, Lthings such as what wen '
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TRy VL) ITE | 1
\tient ~‘vLi.t.mg. an.dl things thal caun be improved next time. Evaluation shall cover
e aclivaty atsell, the vehicle/s user ILIN : ‘ 1

_ 3 sell, e Ve /s used, the venue, and other services whe
applicable B her

[z (\(:U\fll)-' Head shall in 1o case be allowed o conduct the off-caunpus
culininaling activity. '

Activity Evaluation

All teachers invelved in the ofl.campus activity are tequired to convene for a

post-activity evaluation (o discuss issues and concerns encountered during

the entire duration of the Wrip. If unly ane teacher was involved, the evaluatioh
should be done with the school head. -

Feedback [rom Loth learners and [acully members shall be consciidated by
the reacher/s mvolved, to be included in the Aclivity Report.

Submission of Activity Report

All concerned teachers shall prepare annd subimil an activity report (Annex D)
to the school head [or subsequent reporting to the SDO and RO, whichever is

the approving authority. Private schonls may also submit their report to their
respective approving authaorities.

The report should also contain the deocumentation of learners’ culminating
activity and the evaluation of the icarners and teachers. Specifically, the report
shall highlight the acsdemic pauns relevant to the curriculum, evaluation of
tour or service provider, and challenges encountered during the activity.

X. SPECIAL PROVISIONS

.‘C\ .

W

0

v

Participation

Participation, especially by learners, in co- and extra-curricular activities will

Le voluntary. No learier shall be required te participate in any off-campus
activity '

Travel Inisurance

Securing travel insurance is mandatory [or all off-campus activities. No one
shall be allowed to join ofl-campus aclivities witheut travel insuyance.

No Grade Equivalent : )

All co-curricular and extra-curricutar activities shall bave no grade equivalent.
In the same way, all non-participating learners shall not be required with
any special projects and/or examination or, any form of school
requirements

Class Disruption ‘ o 4

The school head shali ensure that off-campus activities will in no way disrupt
classes. Arrangements have to be made lo ensure that contact bme with t'%c:n—.
parlicipating leainers is observed. Specifically [for ﬁe}d trips  and/or
educational lours. non-participaling learners shall be pt'o'\'l_ded with lessons
ecuivalent to the program ol the convucted off-campus actvity }o f:nsm_'e ’Eha(rj
nothing is missed in the learning process Make-up clas§cs shall be condu.utea
to cover competencies discussed and/or taken up during the conduct of the
of[-campus activily.

12



Partnership with Other Agencies/Organizations
- . e
Schools/SDOs/ROs may partner wilh other

: / a8y organizalions and government
agencies Lo assist Deplal in lhe conduct of off-campus activities.

XLFUND SOURCES

For publie schicols, [unds for the copducl of ofl-campus activilies may be

sourced, as sppropriate and in accordance with existing accounting and auditing
rules and regulations, from the following:

A. De.pEc‘l Funds - this shall be subject to the provisions under the implementing
guidelines of DepEd’s nationally-maudated and initiated off-campus activities
and allowable expenscs in the School’'s Maintenance and Other Operating
Expziuses budget (MOORE).

B.

Special Education Fund - funds lor the planned off-campus activities could
alsu be requested [rom the Local School Board {or consideration in the Special

Education Fund (SEF} as applicable. and in accordance with Depld:DBAM-
DILG Jeint Circular 01 5. 2017,

O

External Sources ~ schools may tap olther parties such as sponsors and/or
external partners for financial support for the fees, transportation services,

logistics, and other requireinents necessary for the conduct of OIf-Campus
activilies.

Partictpation in all off-campus activities is voluntary. Under no
circumstances shall off-campus uctivities place undue financial burdern on

the learners and their families. Teachers shalil not charge their experises
to learners.

XII. DMONITORING AND EVALUATION

BL3S. in close collaboration with BCD and BLD; with CLMD and ESSD: and, with
CID and SGOD, will conduct stuclured monitoring of off-campus activity
processes. They will provide feedback lor the improvement of this policy.Further,
the BLRS with concerned regional offices will conduct an annual review of the
cffcctiveness and cfficizncy of Uie policy in achieving its objectives.

XIII, VIOLATIONS AND SANCTIONS

Any violation or abuse ol this Order shall be reported 'LI‘I“II’llEd‘laLClj:' to the
concerned Depid offices as articutated in Seclion VI of this policy. Such violations
shall be dealt with accordingly.

XIV. EFFECTIVITY/TRANSITORY PROVISIONS

= ygn 1 T i s - . . A . AT 5
DepEd Memorandum No. 47, s 2017 othenwise lkknown as Moratoriam on

Tducational Field Trips and Other Simidar Aclivities shall be lifted upon the
effectivity of this Order
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Other issua

Immediate

XV,

-

-

peesancensistent with this Order are here by rescinded or repealed.

issemination and compliance wilh this Orderis directed.
REFERENCES

Deplkd Qrder No. 13, s.

2017, Policy and Guideiines on Healthy Food and
Beierage Cheices in Sc

hools and i DeplZad Offices
DepEd Order No. 13, 5. 20106, Implementing Guidelines on the Direct Release
and Useiof Maintenance and Other Qperaling Expenses (MOOE) Allocations aof
Schoels, fncluding Otler Funds Managed by Schools
DepEd Order No. 40, 5. 2012, Depizd Child Protection Policy

DepEd Opder No. 87, 5. 2003, Reiterating the Provisions of DepEd Qrder No. 52,

5. 2003 (Policy on Educationad Field Trips] _
DepLd Order No. 52, s. 2003, Folicy v Educational Field Trips (Supplemental
fo DECS |Order No. 56, 5. 2001 and Depled Order No. 51, 5. 2002

Depld Qrder No. 51, s. 2002, Policy on Educaltonal Field Trips (Supplement (o
DepEd Qrder No. 56, 5. 2001,

DepEd Crder No. 56, 5. 2001, Policy on Educational Field Trips

Depid AFen'loran,du m fNo. 67, 5. 2017, Creation of a Techucal Working Group (o
Rewvlew and Revise Policies on Educational Field Trips

DepEdd }\i_(emorcr_rtcium;No, 47, 5. 2017, Moratoriun on DepEd Educational Freld
Trips culF{ Other Simiar Aclivities

Departient of Education K to 12 Curriculur-Guide '
Rulez culd Regulations to Goverii the Aceredication of Travel and Tour Services,
Depuartolent of Tourisin, September 26, 1995

Schecl [?isctster‘ Risk Reduction and Managemeil Manucal
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ANNEX A: OFF-CAMPUS AC

Please subimit the compleled

concerned approving ofiices at the Region andd/or D
prior to the conduct of the activily.

Attachments (if applicable):

O Certilied True Copy of

{DOTH

0
and Regulalory Board
tour operator’

3

vehicle
|
0
0
0
O
d0

0

TIVITY PROPOSAL
proposal and copy ol required attachunents below to the
vision Cflices at least | mont

v
L

Accreditation Coerlificale by Uie Department of Tourism

Cerlified True Copy of Certilication fror the Land Transportation, Franchising

{LTIFRD) on the validity and scope of [ranchise of the
/s. Wapplicable’

Copy of Registration of Vehicles

Copy ol Professional Driver’s License and Updated Medical Record
Copy of Roadworthiness Certificate

Information and Cost of Travel Insurance

Indicative Prograumm (including Ue ilinerary of activitics)

Other expenses thal may be incurred

Information on the place/s to visit

Activity Information

Hame ol School:

e of the Aclivity:

Division:

Region:

|

‘ Subject Avea:

Purpose of the Activity

|

I

| Proponent: Activity Head:

I

ation/Venue:

| Desti

“Grade Level: farecircle)
12 3

Hinder

<}

T—Depm'tu re Date: Departure Time:

]

Relurn Date:

& v

Return Tume: '\

Nog. of Leartiers

~

10 11 12

, |

Fund Source:

[ 13 GHEEFE_/SUIHal,E‘.: (breakdoun if nacessory)

[ Content of Activity

| Linkage with the ESIP-ATR

t

“Target  Key Stage and  Educational
Compelencies (os per {12 Curncuium GCude]




-

}:Chl;n perone’s Information

i Position/ B __

| Name Yo i S Contact Mamber
| S | Bresignation .
| ,

[ For DepEd Initiated Activities
] Mame of Person in

b

: Chavge

Position/

Designalion

Mame of Oflice /Unit

For Non-DepEd Initiated Activitles

Name of Person in
Charge

Name of Service
Provider

Position/

Contact Number

| S

Designation

Log_}i_s_t_'lggl_z"\_egglrements

Transportation

Means ol Tl’ansp‘ﬂﬁgtion iHense indicale vehicles to be 1sed)

Mame of Service Provider (1 apulice bie)

+« Name:
. * Contact Number:

Contacl Details of Sepvice 'rovider




ANNEX B: MANI¥YEST

All participants shall fill oul this for com ple
and upon relurn. As necessary, (his shall be compleled in triplicate for
Administration, Facuity Member. and Vehicle Driver's COpPYy.

Name of School:

tely before leaving the school premises

School

Title of Activity: . " N
Destination/Venue: {indicate alil
Vehicle Number: ' o No. ol Learuers:
Departure Date: Return Date:
Departure Time: Return Time: _
i , Learner/ Paré_i‘x"t"/' ‘} o
Passenger’s Guardian/Teacher/ | Contact Number/s | Departure Reltum
Name Others (sign) (sign)
- - - - |
| |
e — \
! \\ .
. [P - T I \'
i i
1
|
. —
— \ |




v ANNEX C: PAREN']"S/GUAIU)LAN’S CONSENT FORNMN
Name of Learner: ,

Date of Birthi: - T Sex:
Parent’s/Guardian's Name:

12313.ti0nship to ]Jea[‘jler: T N ) .__"‘_- T
Home Address:

Contact Nulnber/ s: T T e

'].‘itle Of tlle Actlv]ty: T ———— e ——— .

Venue;

Date éhfdiié_tivity:

As the parent/guardian of the abovermcntioned leayner, I hereby acknowledge

that 1 have -been informed of the cdelails of the off-campus activity an’d \‘oluntarily
and [recly elect to participate in this ofl-campus acltivity. Furthermore, I understand
the risks associated with an off-campus activily and agree that the r’ules and
regulations ‘established for the said aclivity arce for the salety and security of the
participants, and thus agree o instrucl my child or children to obey thermn.

Having understood all the aforementioned, | hereby conAscnt to allow my cljullr‘_l
or children to participate, acknowledging all of the foregoing. I am also‘[ sole ¥
respotisible for providing travel insurance and any expenses for iy child ot children’s
participation i1 the aclivity.

Parent/Guardian’s Naiie aind

Date
Signhature

. | » D )
Notes (other informstion you mav wish to inform the tescher, such as child’s medical
ConGition, etc ),



ANNEX D: ACTIVITY REPORT

[Title of the Actviiy T T

hJame of Acti \lt;_}ti:‘;nd . ) ’ T TrTTTTTTT

School:

Division:

| o . Region:
Subject Area: I 5 P

Dale of Acliviie 't Grade Level: '

Target Key Stage and Educational Competencies {as p:: K-12 Curriculuny Sude):

[N—

Please prepare a ua_rrativc report on the recently-conducted Off-Campus activity using
the following queslions as vour guide:

Activity

1. Where and when did the activily talke place?

Who were involved in the activily?

How was the activity conducted?

What was the unique educational value in the activity?

Was there adequate staff and adult supervision?

What problems or challenges were encountered before, during, and after the
- activity?

7. How can these problems and ¢

[ aN] p.J

v

hallenges be overcone in the future?

Learners’ Culminating Activity (to be submitted by classroom aduviser)

1. Hew soon after the O-Campus activily did you have the culminating activity.
with the learners?

2. Describe brielly how you processed the Of[-Campus activity and its relevance
to the curriculurm, with the learner/s.

3. What were the takeaways ol the learners from the Off-Campus activity?

Evaluation :

1. Collectively, what were thie good things that happened during the Off-Campus
aclivity?

2.

Collectively, whal were the issues and concerns ertcountered by the teachers

involved during the entire duration of the trip?

Evaluatlon of Tour/Service Provider

1 Bricfly describe vour experience with e services provided by the tour/service
provider.
2.

What did you like best and least rom the tour/sevvice provider and ils
gervice/s?



