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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.
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No. G 6 , s. 2017

IMPLEMENTING GUIDELINES ON THE CONDUCT OF OFF-CAMPUS ACTIVITIES

To: Under seer claries
Assistant Secretaries
Bureau and Service Directors
Regional DirecLors
Schools Div is ion Super in tendents
Public and Private Elementary and Secondary School Heads
All Others Concerned

1. In suppor t , of the K to 12 C u n i c u l u m i m p l e m e n t a t i o n , the Department of Education.
(DepEd) hereby establishes the enclosed gu ide l ines on the conduct of co-curricutar arttl
ex t ra -cur r icu la r ati-cfunpus ac t iv i t ies for p u b l i c and pi ivate schools.

2. All CO-CLU ricular and e:-Ura-curricula_r activities --'.'ill adhere to the fol lowing:

a. ensure relevance and aj igmnenl w i L h ihe educa t iona l competencies of the
K lo 12 C u r r i c u l u m nnd leadership development of learners;

b, uphold ch i ld protection principles and Lhat no learner shall be
d. is advantaged in any form; and

c, obsei've the saTety and security protocol?; for all participants before, during
and after the activi ty.

3. This issuance repeal? "DepEd Order Nns. 87 and 52, s. 2003, 5, s. 2002 and 56, -5'.
2001. All other related issuances, rules and regula t ions , as well as provisions which are
inconsis tent , with this policy arc hereby repealed, rescinded, or modified accordingly,

4 . Immedia te dissemination of and str ic t compliance w i t h 'h is Order is directed.

. i r I M t y

Encl .
As staled

To be indicated in Die
u n d e r the following subjects:

L E A R N E R ?
FIELD TRIP
OFFICIALS

^
* w\v\v,i^iiT



(Enclosure to DepEd Order. No. 66, s. 2017)

»
IMPLEMENTING GUIDELINES ON THE CONDUCT OF OFF-CAMPUS ACTIVITIES

I. RATIONALE

'Die implementa t ion o!' Lhe K to 12 Cvi r i i c u i u m by the Department of Education
(DepEd) is geared toward the hol is t ic d e v e l o p m e n t of the learner. As such, the
DepEd recognizes the value of cxpc r iL ' n l i y J learning as a hol i s t ic learning model,
through which the learner develops mastery cf target competencies by f i rs t ,
ob ta in ing conceptual u n d e r s t a n d i n g , f o l l o w e d by i ts appl icat ion to au then t ic
s i tuauons . and finally re f l ec t ion ui i the experience gamed. L r i support of L h i s
I ear rung process, relevant oil-campus act iv i tcs are being implemented by the
DepEd at. the d i f f e ren t governance levels to supplement and enhance classroom-
based theories and concepts with immersive activity-based learning experiences.

To ensure that these o f f - c a m p u s activities attain the intended purpose, DepEd
recognises the necessity oJ u p d a t i n g and i m p r o v i n g exist ing guidelines into a
comprehensive pulley. The relevance of oif-campus activities vis-a-vis the K Lo 12
Curriculum shall be /
given utmost importance in organising such a c t i v i t i e s - At the same time, while
the Department seeks to enhance the learning-experience by spearheading the
conduct of off-cam pus act iv i t ies , the safety and security of all participants,
namely, the learners, the i r parents/guardians, arid DepEd personnel should be
highly considered.

Given these, DepEd shall e s t ab l i sh standards and procedures in Lhe conduct of
Oil-Campus activities involving learners, •Lcachc'rs arid relevant offices in the
DepEd i-o maximize Lhe £ain« from such ac t iv i ty and ensure its alignment with
the overal l learning outcomes. A d d i t i o n a l l y , this policy aims to provide general
am.l specific guidance pei iaining to the roles of relevant stakeholders, safety and
secur i tv measures, cirid accountabi l i ty mechanisms.

II. SCOPE

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

III , DEFINITION OF TERMS

For clarity and consistency. I h e following f requen t ly used terms and phrases in
this document shall be construed as fo l l ows :

1 Activity Head - any a u i h o r i y . c d p e r s o n n e l p r i m a r i l y responsible for the
learners d u r i n g a.ii o f f - c a m p u s a c t i v i l y

2. Chaperoue - a person assigned to accompany and supervise learners dur ing
off-campus a c t i v i t i e s

3. Educational Field Trip - a c a r e f u l l y planned a c t i v i t y involving travel to sites
outside the classroom and school premises where lesr.on delivers' usual ly
takes place for firsthand learning o p p o r t u n i t i e s , the design of winch is bu i l t
around achieving par t icu la r coie competencies of the curr iculum



si.er p o r c n t s . and other persons,
l i u have physical custody of (.he

o. Off-Campus Act ivi ty- an au tho r i s ed ac t i v i t y r e l e v a n t to learning thai takes
place outside the school premises , pan.icipatcd by learners and supervised by
teachers and/or staff arid ui .hei- concerned stakeholders

a. Of!'-Campus Co-curricular A c t i v i t y - a.u Lhorisrd , volu nlaj-v, non-graded
off-campus learner engagements anchored wi ih in the bounds of the
standard, c u r r i c u l u m an.d educa 'donEvl competencies organized and
coordinated by au thor i zed learner or civic organisat ions

b. Orf-Campus E,xtra.-currieular Ac t iv i ty - vo lun ta ry , i ion-graded off-
caiTipus learner engagements not anchored on the standard curr icu lum
and educat ional competencies e i t h e r o f f e r ed / coo rd ina t ed by the school,
au thor ized learner or c iv ic organizat ions tha i aim to promote the holistic
development of learners

6. Roadworthiness - pertains to the abi l i ty ol' a vehicle to be street-Legal and in
a suitable opera L i n g condit ion as per the standards of appropriate
government/regulatory agencies

IV, POLICY STATEMENT

DepEd hereby establishes the policy on the conduct of off-camp us activities to set

the guidelines on the conduc t of co-eurncular and exLra-curricular off -campus
activities in public oncl private elementary and secondary schools.

General Principles
All co-curr icular and e x t r a - c u r r i c u l a r activities will adhere to the following:

1. ensure relevance and al ignment wilh Ihe educational competencies of the 1C
to 12 Cur r icu lum and leadership development of learners;

2. uphold chi ld protection pr inc ip les and that no learner shall be disadvantaged

in any form; and
3. observe the safety and security nrolucols lor all participants before, dur ing

and after the activity.

Off-campus activit ies shall not be used as a means to raise funds for the school
or an association. All curricula.! tu\tl na t iona l ly mandated off-campus activities

shall be subject to existing pol icies governing i l iem.

V. CATEGOIUES OF OFF-CAMPUS ACTIVITIES

A. DepEd Mandated and i n i t i a t e d Off-Campus Activi t ies
In support ol" the K to 1'2 C u r r i c u l u m i m p l e m e n t a t i o n ajid the hol is t ic
development of learners. Dep^d regular ly initiates ami/or mandates activities
tha t Eue conducted o u t s i d e of the -?choul. These ac t iv iUes are urgajiized by the
central, regional and d i v i s i o n offU-.es. nod fo l low exist ing issuances specif ic to

the a c f i v i t v .



3. External ly Initiated Of f -Campus Act iv i t ies

Externa l .stakeholders may m v o l v c schools in ( h e n ac tmt ies and programs
v-nteh ai-e o f f - c a m p u s in n a t u r e F0i p u b l i c schools , ; iuch ac t iv i t i e s shall
requ i re approval from Deplul a u l h o n l i e s per governance l e v e l . For p . - iva 'e
schools. app rop r i a t e school au thonti^ \ v i J I be in charge of the approval. The
planned off-campus ?c t ivHy sruill 1 >c thoroughly discussed with school
management before seeking a p p i oval f r - j i n concerned author i t ies . This shell
lollow str ict ly a r t i cu la ted procedures in i.his p o l i c v .

C. School Initiated QfT-Ciimpus Activities
Public schools shall be allowed to arganize Held t r ips arid/or educations.!
lours provided that these wil l not enta i l huge costs and will not risk the safety
and security of learners. Field tr ips and/or educational tours are
supplemental activities only ami shall not in any way replace the learning
delivery.

The conduct of off-ca.mpu-s a c t i v i t i e s will be a prerogative of the school heads
and -subject to the apprcva! of the Schools Division Super in tendents (SDSJ.

VI. ROLES AND RESPONSIBILITIES

A. Central Office
The overall policy guidance will come from the Office of the Undersecretary for
Planning and Fie ld Operat ions and Undersecretary Tor Curr iculum and
Inst ruct ion. Specific ally, the fallowing are the roles and responsibilites of
concerned bureaus:

1. Bureau of Learner Support Services

a. Oversee the implementat ion of this policy
b. Resolve emerging issues and challenges in the implementation arid

management of off-campus activili.es
c. ConducV periodic r n o i i i l o r i n g and evaluation of off-campur,

activit ies
d. Spearhead the icvir-.v of the policy on off-campus activities

2. Bureau of Learner Delivery (BLD) and Bureau of Curriculum

Development (BCD]
a. Ensure uu i rti-u 1 £i_r and n ali '_-i i e_ll y - m^»Ji c l» t e cl co-ci.1 ri-icu.ls.r acll-vities

adhere to the protocok; set in Ui\ policy
b. Par t ic ipate in Live regular review of this policy

B. Regional Off ice
Given the shared r e spons ib i l i t y uf Regional Office (RO) functional divisions in
the conduct of co- and ext ra-curr icular off-campus act ivi t ies , herewith are the
roles and responsibi l i t ies u!' concerned off ices :

1. Education Support Services Division t^SSDJ and Curriculum
Learning Management Division [CLMD]

a. Spearhead the nationally mandated co- emcA exira-curricuLar off
campus a c t i v i t y hcUl at the regional l e v e l



b. Evaluate and recommend Uin approval of d i v i s i o n smd regional level
, acLivit.y proposals and c n u u r c lh« l (.hesc conLr ibule to the-

c i J iTLCi ' i un i tine! icarnm's r l o v c i o p m e n l -
c. Ensure thai, o f f - campus f i e i i v U i e s slnctly comply wkh procedures

s t i p u l a t e d in t h i s policv
d- Mon i to r the c o n d u c t of o.-- .mid c-i. i y - cu rncu la r a c t i v i t i e s
c. Resolve e merg ing issues ami challenges in the i m p l e m e n t a t i o n gjid

management of s c h o o l - m i l i n t c i l u lT-can ipus ac t iv i t ies

CSSD shaJI be die ove ra l l in -charge in ( h e m o n i t o r i n g and evaluation of the
implementat ion c T t h c policy on o f f - campus a c t i v i t i e s at the regional levrl .

C. Schools Division OfTice
Given the shared respousibil i ly of Schools Divis ion Office (SDO) func t iona l
divisions in die conduct, of co- and ex t ra -cur r icu la r off-campus activities, as
appropriate herewith arc the roles and responsibil i ty of cancerned offices:

1. School Governance and Operations Division (SGOD| and Curriculum
Implementation Division (CID)

a. Facilitate smooth irnplemeutation of off-campus activities initiated
^t the SOO level , ^s appropr ia te

. b. M o n i t o r the conduct o f co - and exlra-curncuLajr acl i ' s ' iLies
c. Evaluate and recommend the approval of school level activity

proposals and ensu ie thai these arc aligned with the cu r r i cu lum
and c o n t r i b u t e to I c a j u c r ' s i l r^ -e lopmeu ' ,

d. Secure a l i s t of both accrecl i lcd and blacklisted tour
opera tors / se rv ice [:M o•. 'icier?, based on t r a c k record arid c r e d i b i l i t y ,

which schools can refer In
e. Ensure that o f f - campus activities s t r ic t ly comply with procedures

s t ipu la ted in th i s policy
f. Resolve emerging issues and challenges in the implementa t ion and

management of school-initiated off-campus act ivi t ies

SGOD shall be the overall i n - u h a i g e in the monitor ing arid evaluation of
the implementation of the policy on oir-c.ampus activities al the division
l e v e l .

D. School

i , Scliool tleatl
a. Ensure tha i proposed ' . t r f-cajupus ac t iv i t i es are in the Annua l

lmpi -ovcn ie .n l Flan, e spec ia l ly those t l i a t can ahead} be ant icipated
bv t l i e school

b. Review school level u e l i v i l y proposals and endorse to SDO for
approval

L-. [Lnsui-'-- the a l ignment of school ' level ac t iv i ty proposals with Lhc
tajgel kev r>taf£,c and c o r r c ^ j j u n d i n g . conipclcticics of the K t o l 2
GUI r i c u l u m

d. Ensure thai , a c t i v i t i e s s t r i c t l y comply wi th the procedures
s t ipu la ted in th is policy

e Schedule catrh up learning sessions for the participants of o f f -
campus co-curricular activities held at the division, regional or
nat ional levels who miss classes to adenil said activit ies



f- Kesolv i ; L*im--.i£UiK issues ami uhaJlcnges in the implementa t ion and
.. management ol" s c h o u i - in ; l in Led M i f - c a J n pus act iv i t ies
g. Submi t ac t i v i t y i e u o r l s to Llv- SDO

2. Activity Head

a. Spearhead die p l a n n i n g and p repa ra t ion of the off-campus act iv i ty
b. I ' ac i l i ta to the parents ' /guardian? ' conference, pre-departare

orientat ion, ami o t h e r s imi la r preparatory activities
c. I£nsure I h a L safety mcasvues, protect ion of learners, ajid re levant

procedures s t i pu l a t ed in (.his policy arc strictly obseized in the
planning, ac t iv i ty proper , arid post -act iv i ty stages

d Conduct p o s t - a c t i v i t y p roce r s s ing . and prepare the act ivi ty report lio
lie subn i i t ' . ed Lo t h e tchnol I I C F I . C !

3. Parents and/or Guardian of the Learners
a. ParUcipa.ie in tiie plajining aj-jd pieparatory aclivides such as

parent /guardian conference , pre- departure br ie f ing , and other
similar prcpsj-alury ac t ivL( . ies

b. Accomplish and submit Parent's/Guardian's Consent Form (Anne/e
C) to concerned teachers Lo indicate that they are allowing Lhe i r
c l i i id/rei i to join the uff-campus activity

c. Inform the concerned teachers , of the learners' specific medical
needs;

d. Provide- the required informat ion stipulated in this policy p r io r to
the. conduct of (he ulT-raj i ipus a c t i v i t y .

e. Ensure thai necessary arrangements for travel insurance are
secured.

For pr iva te schools, the i r respective approv ing authori t ies shall be engaged as
provided in their respective manual of rules and regulations, Private schools
should likewise s t r ic t ly observe die engagement of parents arid/or guardians
in the conduct of all oST-campus a c t i v i t i e s .

VII. PREPARING FOR OFF-CAMPUS ACTIVITIES

A. Planning
In accordance wUh the principles provided for in these guidelines, all schools
find other concerned1 offices shall prepare a plan and seek the approval of
concTrnccl auLhor iUcs . The plan should Lake into account, l earners 'd ivers i ty ,
context, and needs. Thir- should be? part of the school's annual planning
activity to ensure thai off-campus activities support education priorities, a_nd
arc relevant to learning and development cf leai nei's. In this Ught , planning, of
a_n ofjr-CcUiipus activity shall provide a clear jus t i f ica t ion that covers important
aspects such as relevance to U i c c u r r i c u l u m , safely and security measures,
and accountab i l i ty of concerned f U u k c h o i d e r s , among others. Private schools
may also adopt the i r own p lanning process Lo ensure that off-carnpus
ac t iv i t i es are aligned w i t h I.I-K.: c u r r i c u l u m and he lp attain educationaJ
competencies .

Parents should havp achvr i r i v o l v e i u c n t in the1 planning, of off-cam pus
activit ies. At the planning staler, they should be i n f o t i n e d of the details of the
activity and nature oi" par t ic ipf i t ion of Ihe.ir children. Tliey should also be
encouraged t.o a t t e n d these a c t i v i t i e s as lung as their resources permit.



V oi u IT- (:,cij-n pu s y.c U v i UF_> p i ] , a i
Activity Proposal (Ann e?t
authori ty/ies for review and a;

For all off-campus ac t iv i t ies less t h i u i one day. concerned teachers shall seek
the approval of the school head in wr i t ing . The concerned teacher shall
exercise utmost diligence in observing M I L - safe ly and securi ty of the learners
throughout the dura t ion of the said ac l ivky .

Safety and Security Measures
The lollowiiig safety and security measures shall be observed by aH public and
private schools when planning EUI oIT-campus ac t iv i ty :

1. Buddy System - All learners par t ic ipa t ing in an off-campus act iv i ty should
be assigned a buddy except when only one learner is t ravel l ing with the
concerned teacher. This is to e n s u r e t ha t someone is looking alter one
another and iha t no one gets l e f t b e h i n d , in bigger groups, these paired
learners shall be assigned to a teacher or a_ny par t ic ipat ing adu l t .

2. Medical Kit - The ac t iv i ty head shall ensure that there is an accessible
medical kit throughout the durat ion of the o f f -campus activi ty. Learners,
in. particular, shy] I be made au's_rc' of how to access the rnedicaJ kj t
whenever necessary.

3. Emergency and Evacuation Procedures - All responsible personnel in
the conduct of an ofl'-c;unpus activity shall be guided by the principles of

emergency and evacuation protocols as per School Disaster Risk Reduction
arid Management Manual. This slmll be part of the pre-departure br ie f ing
with all the participants.

4. Food - All personnel involved in an off-campus activity shall continue to
promote the consumption of healthy food and beverages dur ing the entire
trip pursuant to DepKd Order No. 13, s. 201".

5. Learner Medical Condition - Concerned teachers should be aware of the
participating learner 's medical condit ion. As necessary, medical
clearance shall be required especially if s t r enuous physical act ivi t ies are
part of the oil-campus ac t iv i ty program.

6. Learner Emergency Contact Details - Concerned teachers shall secure
the emergency contact details of every leajncr joining an off-campus
act ivi ty . 111 the same way. cuuccrned teachers shall give their contact
details to the pareiHo/guardians ul learners.

7. Learner Safety and Emergency Card - In addition to the wearing of
school ID. each learner j o i n i n g an off-campus activity should prepare and
wear a safety and emergency card, which contains the following details:

a. Learner emergency contact details
b. Contact number of concerned teacher/s
c. Allergies and o the r p e r l i n e n t health in format ion (e.g. pre-exjsting

condi t ions , d ie tary r e s t r i c t i o n s , p i e sc r ip t ion medications)
rl. Blood type



S. Traff ic Rules and Convoy - V c l n d - s shall s i r ic l ly fol low the t r a f f i c rules
and related regu la t ions as set by i h c law (ex. -speed l i m i t , use of seatbelt ,
capaci ty, etc |. in case?; whe re m u l t i p l e vehicles are used dur ing an off-
campus ac t i v i t y , sa id vehicles s h a l l a lways be m convoy

9. Weather Condition - The a c i i v n y head shal l cluseiy monitor weather
forecasts and pa t ients 2 - 3 clays before and on the day of the scheduled off-
campus ac l iv i ly . i f inclement wcalhcr is expected, the school head shall
immediately cancel the planned t r i p .

Off-campus activities shall be i l p x i b l e and i n c u r no extra costs in cases
wherein rescheduling occur;;.

C. Site Selection for Field Trips/Educational Tours
A pail from relevance -to the cur r icu lum, local sites of academic and/or
historical relevance should be priorit ized to promote local knowledge sources
and cost-efficiency in de termining the venue for field trips/educational tours ,

D. Service Providers
Ofr.-ca.mpus activities:, r e q u i r i n g I he services of external tour and
transportation operator?, tirnong others, shall comply with the provisions of
these guidel ines lo ensure ihe saleiy of participants. An agreement shall be
jointly signed by the p r o c u r i n g en l i ly and the service p rov ider , specifying the
responsibi l i t ies and l iabi l i t ies of the paj Lies especially to the learners who will

par t ic ipate in the dfi ' -oampus ac t iv i ty .

1. External Partners (ex. baranyay, a pub l i c or pr ivate school] - The school

may be assisted by ail external partner in terms of an off-campus activity
and/or transportation service, provided thai, a wr i t t en agreement is signed

by both parties beforehand.

2. Tour Operators - Tour operators providing services for off-campus activity
dest inat ions shall be du ly accredited by government agencies. The
following documents shall be checked from the tour operator:

a. Certified True Copy of Accreditat ion Certif icate by the Department
of Tourism (DOT)

b. Certified True Copy of Cert i f icat ion from the Land Transportation,
Franchis ing and Regu la to ry Board [LTFRB) on the validity and
scope of franchise of Ihe lour operator's vehic ie /s , if applicable

. Moreover , i t inerary and a c t i v i t i e s u l f c r c c l - p c r locat ion mus t be made clear
in the agreement and strictly fo l lowed . An off-campus activity venue must
be able to comfortably accommodate the expected number of participants

at a t ime.

3. Transportation Providers - V e h i c l e s , most especially those arranged with
external t ransportat ion operators shall be duly certif ied by the Department
of Transportat ion (DOTr)/Lanr) Transpor ta t ion Office (UTO). Vehicles



should :tot be mor, than 10 year, old a, ,,r U , c schedule, date of th, nff-
campus act ivny reckoned from ihc yrar ( ) f mo,iu fac lu t e . Fur thermore
per t inent documen t s i n c l u d u ^ - . h n t not l imi ted l u , Uic fo l lowing shal l b-
checked as to the i r v a l i d i t y :

a. Kegis t i alion of Veh ic l e s
h. Insurance Cnvr?Tagir

c. Professional D r i v e r ' s License
d. Roadworth iness C e r t i f i c a t e

The I r a j i s p o r l a t i o n providers- sha l l submi t a l i s t ot the specific veh ic l e / s
Emd corresponding plate n u i n b e r / s tn be used, ami assigned d r i v e r / 5 , for
aji off-campus ac t iv i ty no( [i:5s than live (5) days before the ac t iv i ty . Only
Lhe pre-identinecl vehicle/ s and dm-er /s wil l be permit ted dur ing the
activity i t s e l f . Pr ior lo the scheduled a c t i v i t y , the Iranspoi'taUon provider
5 hall conduc t necessaj-y inspection of [he identified v e h i c l e / s in the
presence of Ihc aclivity head or any authorized personnel .

The number of participants per vehicle shall be strictly limited to its seating
capacity. Overloading and usage of additional seats in the vehicle aisle
shall be s t r ic t ly p roh ib i t ed .

4. Drivers - The school shall ensure Lhat all drivers assigned to service off-
campus participants have updated licenses and are in good medical
c'jiiditi^n 3.5 p-.;r L L i c i r I fU .e sL bcallh cxajiiina'cion \\T(,tiin a. }rcf3j" of 1.1 is

scheduled ac t iv i ty .

E Learnurs with Special Needs
Appropr ia te accomrnodaUuns and /o r mcdil lcal iot is shall be pro\'icied for

ers with special need.?

F. Parent/ Guardian Conference

Parents/ Guardians shall be convened to discuss all approved and upcoming

oir-cainpus activities. The program, logistical and administrative requirements
v.-ill be discussed in the conference. For (hose who Were noL able to attend the
conference, the school sha_H send a letter of information signed by ihe principal
LO these parent s,'g-ua.i-«:]ia,ris=. For oTr-canipus aclivities thai are not iriitia-ted by

the school (e.g. barangay. Regional OTfice. Schools Division Office, e t c . ) , the
inv i ta t ion or memoranda should be attached to the le t ter of information. Duly
accomplished ccnsenl forms (Annex C) shaJl be submi t t ed to the activity head

prior to the acLiv i ly .

G Pre-Departure Brief ing
All off-cajripus a c t i v i t y p s i r l i r j i pan t s - leiimei-s, t eachers , parents / guaxdiajis -
shall a t tend a prc -c lepcU-Un c br ie f ing to discuss , ajnong o t f i e r s , the fo l lowing:

a . Program, i r i c l n d m t i the F i c t i v i t i c s t h a t ibe Iceuners will participatp

in
b. Expenses tha i i i i py Ijt" incurred
c. I n f o r m a t i o n on the p U i c c / s i:o v i s i t
d. Emergency and evacuation, procedures



The act iv i ty head shall u n s u r e tha t *11 c la r i f i ca t ions , concerns aiicl issues ar~
discussed and resolved d u r i n g ihe pi c-dcpyrUire briefing.

For activities that will i nvo lve b ig groups, groupings shall also be done dur ing
this phase. Chaperones shall be i d e n t i f i e d and provided with a list of learners
under their care.

For activities tha t r e q u i r e mul t ip le areas to be visi ted, a map wi'di the pre-
determined visi t po in t s s l i t i l l also be provided lo the learners dur ing the p re -
departui e.

VIII. ACTIVITY PROPER

'Io ensure the smooth c o n d u c t of u l f -eampus ac t iv i t i es , ail public and private
schools must observe the following required due diligence:

A School Rules
School rules shall apply d u r i n g off-campus activit ies.

B. Vehicle Inspection

On the day of the oft-campus activity and before learners board the vehicle,
the school shall inspect and ensure thai the vehicle is in good condition and
crosscheck both the vehicle and the driver with those pre-identified for the
activitv.

Manifest
All participants - l e a r n e r s , parents/guardians, t eachers f ind other perso
- shall sign a manifest [Annex O) before l eav ing the school premises and \n to the school.

Manifest
'so line I

upon

D. Tracking
Heaclcount shajl be conducted before leaving the school arid upon arrival at
every off-campus venue .

For off-campus acUvilics with Uansporatton providers , the school shall keep
track of the vehicle;? that leave a.tid return to the school, as well as the learner-
and teacher-passengers. This (.racking shall be made transparent to parents
or guardians.

A specific waiiiny, area in V h e school shall be designated where all r e tu rn ing
learners shall be picked up bv their fc tcher . Learners whose felchers are yet
to arrive shall d i l igen t ly wail in t h i s area, ajicl shall be supen-'ised by the
' .eacher-iu-ch^u'ge.

E Brief ing Upon Arrival
Upon urm-al at the venue . Hie l e a r n e r s should be br iefed on the safety and
secur i ty measures , p i n e r y,c-n cy E L I id evacuat ion procedures, as well as rules



arid regulations to be observed i
Emergency Cards shal l also b<: i

Close Supervision of Learners
Close supervision o f l c a n c r s s lmll be observed in t he cuL , rc d u r a t i o n o f t h - off-
caiupus a c t i v i t y . All learner shall br i n s L r u c l e c l to i cpo i - t t h e i r whereabouts
to these concerned a d u l t p a r 1 . i e i p f . n t p In case oT big group off-campus
activities, there should be at leas t Lwu c l iaperui ies in a vehicle of not more
than the seating capacity. When l ined up wi th Lhe learners, one chaperone
shall he designated at the fmnr of the line, while Mi!? other shall be assigned
at the back. Learners shal l n u t be permit ted to wander uff on thei r own.

Per oi l -campus co- and exU-Ei -cun- ieu la r aclivihe:? initiated by the divis ion,
region,, or external en t i ty , participating Learners are required Lo be
accompanied by concerned teacher/ s or coach/es from the participating
school.

Kindergarten u p to Grade 3 learners must be accompanied by their
parents/ guardians dur ing urf-cajn|. 'Lis act ivi t ies .

G. EducatiottaJ Tourism
For ofr-cajnpus act ivi t ies wilh an cducatiuiial component psjrLiculaj' to the
venue / place/ s U; v i s i t , r c l a t r d Icclurc must be conducted throughout the tr ip.

H. Drop-Off
Learners wl io jo in an off-cam.pu? activi . lv shaJi be di-opi?ed off at the designated
wajting area in the scliool. ^IcincJi tai y learners shall not be allowed Lo leave

the school premises without their felchers.

The parent/guardian v/ho \vishes their child or children Lo be dropped off
elseu'here, shall directly communicate with the activity head or authorised
personnel the d rop-of f details. The learner's fetcher must already be in the
agreed drop-off area by the t ime the learner is to be dropped ofT. OLhenvisc,
the learner shall be dropped off and picked up at the school.

I. Post-Activity Vehicle Check
Authorised personnel shall inspect the vehicle for any items that might have
been left behind by the learners. They shall collect any found items and
f a c i l i t a t e UTT c l a J rn ine of UTS- smcl i l c t n r ;

IX. POST-ACTIVITY

To get the fu l l b e n e f i t s of the o l f - c a j j i p u r - act ivi ty, post activity processing must
be conducted.

A. Learners' Culminating Activity
The class adviser shall conduct a cu lmina t ing ac t iv i ty and process with the
leai-ners the act ivi t ies conducted vis-a-vis the cur r icu lum. The activity aims to
process and synthesize the learning experiences and insights of learners from
the conducted uff-ca . inpus ac l iv i ty .

Teacher/s involved shal l nsk ihe I c fync r s who joined the off-campus activity
for feedback on t h e a c b v i l y ; p j i r l i c u l a i l y . th ings such as what went well , what



|]n al,1JU,eL, ,0 c o l l d u c L lhe Or f_ca inpus

B. Activity Evaluation
All teachers invo lved in M i e o f f - c a m p u s a c t i v i t y are i t -qu i red to convene for a
pos t -ac t iv i ty eva lua t ion tu <Ji-scu:sr> issues and concerns encountered during
the en t i r e d u r a t i o n of the t r ip . If only one teacher \\-as i n v o l v e d , Lhe evaluation
should be done with the school head.

feedback from both learners arid facul ty members shall be consolidated by
the Lcacher/s involved, to be included in the Act iv i ty Report.

C. Submission of Activity Report
All concerned teachers shall prepare and submit an activity repor t (Annex D)
to the school head for subsequent reporting to the SDO and RO, whichever is
the approving authority. Private schools may also submit their report to thelr
respective approving author i t ies .

The report should also conlaJn the documentat ion of learners' cu lmina t ing
activity a_utl the evaluation of the learners arid teachers. Specifically, the report
shall highlight the academic gains relevant to the curriculum, evaluation of
tour of service provider , aud chailenges encountered dur ing the act ivi ty.

X. SPECIAL PROVISIONS

A. Participation
Participation, espec ia l ly by learners, in co- and extra-curricular activities will
be voluntary. No learner shall be required to participate in any off-campus
activity

3. Travel Insurance
Securing, travel msuiance is mandatory for all off-campus activities. No one
slia.ll be allowed to join oU-earn pus activit ies without travel insurance.

C. No Grade Equivalent
All co-curricular and extra- cu r r i cu l a r activities shall have 110 grade equivalent .
In the same way, aJl non-pa r t i c ipa t ing learners shall not be required with
any special projects and/or examination or, any form of school

requirements

D Class Disruption
The school head shall ensure tha t off-campus ac t iv i t ies will in no way disrupt
classes. Arrangements have to bc made to ensure that contact time wi th non-
participating learners is observed. Specifically for field trips ana/or
educalional lours , non-pa i Uc ipafmg learners shaJl be provided with lessons
equivalent to the program of the conducted oif -campus activity to ensure that
nothing is missed in the l ea rn ing process Make-up classes shall be conducted
to cover competencies discussed a n d / o r taken up d u r i n g the conduct ol the
oil-cam pus act] v i l y .



E. Partnership with Other Agenc ies /Organizat ions

ochools /SDGs/KOs may pari.ncr w i i h o ther organizations and government
agenc.es to assisi DepEd in I h e conduc t of of f -campus activities.

XI.FUND SOURCES

For public schools, j 'unds for the conduct of o f f -cpunpus activities may be
sourced, as appropriate and in accordance with exist ing accounting and audi t ing
rules and regulat ions, from the following.

A- DepEd. Funds - this shall be subject to the provisions under the implementing
guidel ines of DepEd's nationally-mem da ted and in i t ia led off-cam pus activities
aiid allowable expenses in the School's Maintenance and Other Operating
Expanses budge t (MODE) .

B. Special Education Fund - f u n d s lor ( l i e pla_nned off-cajnpus activities could
also be requested from the Local School Board for consideration in the Special
Education Fund (SEFJ as applicable, and in accordance with DepEdrDBM-
DILO Joint Circular 01 s. 201 7.

C. External Scmrces - schools may Lap other parties such as sponsors and/or
external partners for financial support for the fees, transportation services,
logistics, and other requirements necessary for the conduct of Off-Campus
activities.

Participation In all o//-cumpus activities is voluntary. Under no
circumstances shall off-campus activities place undue financial burden vn
the learners and their families. Teachers shall not charge their expenses
to learners.

XII. MONITORING AND EVALUATION

BLSS. in close col labora t ion w i l l i BCD and BLD; with CLMD and ESSD: and, witli
C1D and SGOD, will conduct, s t ruc tured m o n i t o r i n g • of off-campus act ivi ty
processes. 'They will provide feedback for tl'ic improvement of tins policy.Further,
the BLPS with concerned regional u f f i ces will conduct an annual review of the
cffcclivcncss and crneicncy of Uie po l i cy in achieving its objectives.

XIII. VIOLATIONS AUD 5AKCT1ONS

Any violation or abuse of this Order shall be reported immediately to the
concerned DepEcl offices as aj-ticulalccl in Section VI of this policy. Such violations
slmll be dealt with accordingly.

XIV. EFFECTIVITY/TRANSITORY PROVISIONS

DepEd M e m o r a n d u m No. 47, s. 2 U 1 7 otherwise known as Moratorium on
Educational Field Trips and Other S imi la r Act ivi t ies shall be lifted upon the
ef fec t ivUy rjf this Oi dei;



immediate c i sseminal ion and coinp] ia jn . -c- vviih L h i s Order is direcLed.

XV. REFERENCES

* DepEd Carder No. 13, s. 20 /7 , Policy and Guidelines on Hea.lf.hy Food and
Deveray^ Choices in ScHuvis and \n Deptd Offices

• DepEd O\rder A'o. 13, s. '20 Id, Implementing Guidelines on (.he Direct Release
and Use of Maintenance and Other Operating Expenses (MOOE) Allocations of
Schools, ^ncluding Othsr Funds Managed by Schools

• DepEd Order- No. 4(7, 5. 3012, DepEd Child Protection Policy
* DepEd Of-der No. S", s. 2003. Reiterating the Provisions of DepEd Order Aro. 52,

s. 2003 policy on Educational Field Trips/
» DepEd Order No. 52, s. 20Q.~i, Policy un Educational Field Trips (Supplenienta.1.

to DECS \Order No. 50. s. 2001 and DepEd Order A'o. 57, s. 2002;
» DepEd CJrder ,Yo. 51 .5 . 2002, Policy on Educational Fi0ld Trips (Supplement to

DepEd Order ;Vo. 50", -s. 200 j;
• DepEd Cjrds'1 j^o. 5(j, o. 2001, Pnlicij on EJucalional Field Trips
• DepEd Memorandum /V,;j. 67, .5. 201 7, Creation o/a Technical Working Group (a

jFCeui'eu,-' and Revise Po/icies uu £duca(iV»na/ Fie/d T/-ips
DepEd Memorandum. iYc. -1/ ~, ,-. t 7fVJ 7, fVlorat-oriuni an DepEd Edu.calion.cd Field
T'^ps and Other Similc.r Activities

•• Departniient o/Education, I\o ./2 Curncu/imi-Guide

J /?ules a»W Regulatiwis to Govern the Accredication of Travel and Tour Services,
Deparln^ent q/Tou'-i.sm. September 26, 1995

<* School disaster Risk Reduction and Management Manual
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ANNEX A: OFF-CAMPUS ACTIVITY PROPOSAL

Please submi t the cojnplf.-l.ed proposal and copy of r e q u i r e d a t tachments below to the
concerned approving olfices at the Region .?nd/or Div i s ion Offices at least 1 mcn t l i
prior to '.he conduct of the a c t i v i i y .

Attachments (if applicable):
O Cert if ied True Copv of A c c r e d i l n l n . n i OrlUicEUc. by the Depar tment of Tour ism

I DOT)
O Cer t i f ied True Copy of Cei b l i ca l ion from the Land Transportation, Franchising

and Regulatory Board (LTFRD} on the val idi ty and scope of franchise of the
Lour operator's vehicle/s . i !" app l i c ab l e

Q Copy of Registrat ion of Veluck's
D Copy of Professional Driver ' s License a.nd Updated Medical Record
D Copy of Roadworthiness. Cert if icate
D Informat ion and Cost of Trave l Insurance
D Indicat ive Program [including the i t inerary of activit ies)
O Other expenses that may be incurred
D Information on the place/s to vis i t

Activi ty Information

urpos-p of the Activit

Linkaae with the 1TS1P-A1



roue's Information

Posi t ion/ ]
Designation

Activ i t ies
f J ame of Person iu

Charee Manic of Ori ice/UniL Contact. N u m b e r

For Initiated Activities
Name of Service

Provider
prson n Position/

DcsienaLion
Contact. Number

LogJsUcal Re quire men_ts_ _

Transport .aL'Lun

Means oCTransporlalion in be nsp.fi)

N a m e of Sen'icc Provider



ANNEX B: MANIFEST

All part icipants shall f i l l ou t lius for , . , r ^ m p M e l y •belor? l eav ing t!ie sclloo! pj.pmises

and upon re tu rn . As necessary, Ih i s sha l l bt: c o m p l r l e U in I r ipl lcale for School
Adminis t ra t ion . Kacuily Member , ajid Vcbiclc Driver 's copv.

Name of School:
Title of Activity: - - - - . - -

Destination/Venue: ( ind ica te a l i i

Vehicle Number:

Departure Date:

Departure Time:

No. <jf Learners;

Return Dale;

Return Time:

Passenger's
Name

Learner/Parent/
Guardian/Teacher/

Others
Contact Number/s Departure Return

[ s ign)



ANNEX C: PARENT'S/GUARDIAN'S CONSENT FORM

Name of Learner:
Date of Birth: ' " —— - ._.

. . &B7t:
Parent's/Guardian's Name: "

Relationship to Learner: " " " " ~
Home Address: - - - - - - _ . . . . . _

Contact Number/s: """

Title of the Activity:

Venue: ~ ^T~,"•'" "V~A'"~,~~~~,Date of Activity:

As the parent/guardian, of the above mentioned, learner, I hereby acknowledge
that I have been informed of the details of the off-campus act ivi ty and voluntarily
and freely elect to participate in this «IT-cam pus aclivily. Furthermore, 1 utiderstajid
the risks associated wi th aji off-campus act ivi ty arid agree that the rules arid
regulations established for ( b e said ac t iv i ty arc for the safety and security of Lhe
participants, and thus agree to instruct my child or children to obey them.

Having understood all the Mforemenl ior ied, 1 hereby consent U> allow my child
or children to participate, acknowledging ;ill of the foregoing. I am also solely

responsible f o r p rov id ing t rave l iiisuraiicc a n d 3x13- expenses for m y child o r c '
pa.rUcipatioii in tl'ie act iv i ty .

Parent/Guardian's Naine ajicl Date
Signature

Notes (other information you nwv wish to inform the teacher, such 3$ child's medical
condition, etc.):



ANNEX D: ACTIVITY REPORT

Tit le of t l ie A c t i v i t y

Name of Ac t iv i t y Head : Divis ion:

Region:

Grade

Please prepare a narrative r epor t un Hie recently-conducted OIT-Campus act ivi ty using
the fol lowing questions as your guide:

Activity

1. Where arid when did the ac t iv i ty lake place?
2. Who were involved in the activity?
3. How was the activity conducted?
<J-. What was the unique educational value in the activity?
5. Was there adequate staff and adul t supervision?
G. What problems or challenges v/ere encountered before, during, and after the

activity?
7, HQW can these problems and challenges be overcome in the future?

Learners ' Culminating Activity f (u be submitted by classroom adviser)
\ How soon after Ihc. OIT-Cajnpus ac t iv i ty did you have the culminating act iv i ty

with the learners?
2. Describe briefly how you processed Ihe Off-Campus activity and its relevance

to the curr iculum, with Ihe learner/s.
3. What were the takeaways of (he l ea rne r s from the OfC-Cajnpus activity?

Evaluation.
1. Collectively, what were tin; guud things that happened during the Off-Campus

activity?
2. Collectively, '-vhal v^re tlie issue? and concerns ertcuuntered by the teachers

involved dur ing the en t i r e dura t ion of the t r ip?

Evaluation of Tour/Service Provider

1 Brief ly describe your experience with the services provided by the tour /service
prov ider -

2. What did you like best and least f rom the tour/service provider and its
seivice/s?


