
\.Ll

DEPARTMEN- OF EDUCATION

Region X- Northern Mindanao
DN'I3IOT OF MTI.f,T'Bf,I.f,T GrI

Putok 5, Cosisong, Moloyboloy Aty
Telefax: {08t0 or 088) 413.0094 email: deoedm!blycity@amail.com

DIVISION TIEMORANDUM
No. O31 3, 2018

To Chief Educstion Supervrsors and Stafi, CID and SGOD
Elementary and Secondary School Heads
Section Unit Heads and Slaff
All others concemsd
This Division DePEF

RELEAS E D
,or.,Jl-!- J-!--L- 0l$r., s&

lQn.o,
From EDILB L. OPLENARIA, CESO VI

ision Superintende f

Date: January 19, 2018

Subjeci DISSEMINATION OF DEPED ORDER
I PLE ENTING GUIDELINES ON THE
CAMPUS ACTIVITIES

NO. 66, S, 2017, RE:
CONDUCT OF OFF-

1. For information and guidance of all concemed, this Office hereby disseminates
the herein DepEd Order no. 66, s. 2017, Re: lmplemsnting Guidelines on the Conduc{
of Off-Campus Activities.

2. For immediato and widest dissemination.

Enclosure:
As stated

Copy tumished:
Records Unit
HRD

To be posted in the wBbsite
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Eepufiment of Gturltton

27 DECNT
DeDEd ORDER
No: 66. s, 201?

To:

ItrIPLEUENTIITG GI'II'ELIIfEA Ott THE COI{DUCT OF OFF-CAUPUS ACTIVITIE|S

Undersecretarie s
Assistant Secretaries
Bureau and Service Directors
Regional Directols
Scbools Division Sup€rintendents
Public end Private Elementa.ry and Sleconda.ry School Heads
AII Others Concemed

1. In support of the K to 12 Curriculun implementation, the Department of Education
(DcpEd) hereby establishes the enclosed tnidelines on the conduct of co-curricular and
extra-curricular off-campus activities for public and private schools.

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

a. ensure relevance snd alignment with the educational competencies of the
N to l2 Curriculum and teadership development of learners;

b. uphold child protection prin(:iples and thal no leamer shall b€
disadva-ntaged in any form; and

c. obsefte the safety and security prctocols lor all participants before, during
and alter the activity.

3- This issuance rep€sls DepEd Order Nos. 87 and 52, s. 2003, 5, s. 2002 snd 56, s.
2001. All other related issuances, rules and regulations, as $€11 as provisions which are
inconsistent with this policy are hereby rcpealed, rescinded, or modifled accordingly.

4. Immediate dissemination oland strict compliance q,ith this Order is directed

BRIONT,S
SccIctary

Encl.:
As stated

.t
References:

DepEd Order: (Nos.87 and 52, s. 2003, 5I, s- 2002 and s, s.2o0l)

To be rndicated in the Perpetual Index !

under the following subjects

LEARNERS
FIELD TRIP
OFFICIALS

POLICY
PROCEDURE
SAFETY EDUCATION

SCHOOLS
TEACHERS
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(Enclosue to DepEd Order No. 66, s,2017)

IXPI.EIEIrIII{G GI'IDEI,I|ES ON TET OO!{DUqT OF OFF-GAXPUe A TN,ITIES

I. RITIOtrAI,E

The i.DpleEentation of the K to 12 Curricutum by the Departdent of Education
(Dep&l) is gea.red toward the holistic developE€nt of th€ learner. As auch, the
DepEd recognizes the value of experiential lesming as a holistic lesming model
throuBh which the leal.ner dc\elops mastery of ta.rget competencies by first
obtaining conceptual understanding, followed by its appLcation to authentic
situetions, and finatly refleclorL on the experience gaiDed. ln support of this
leaining process, relevant off-campus activites are beirg implemented by the
DepEd at tlle diflerent governance levels to supplement and enhancc classroorn-
based theories and concepts rf,1th immersive adivity-based le6laing expericnces.

To ensure that t}rcs€ olf-campus activities attain the intended purpose, DepEd
recognizes the necessity of updating ard improving existing guidclines into a
comprehensivc policy. The relevailce of off-campus actisities vi8-a-vis the K to 12
Curriculum shall bc /
given utmost importance in organizing such activities. At the BaEre tioe, while
the Department s€eks to enhance rhe learning e{rerience by spearheading the
cotrduct of off campus actirities. the safety and sccurity of all participants,
naEely, the learnerE, theii parenls/tuardiars, afld DepEd personnel should be
highly considered.

Given these, DepEd shall establish standards and proceduree in the conduct of
OII Carnpus activities involving learners, teachers and rclevant offices in the
DepEd to maximizr the gains frorn such activity ard ensure its aliEnment with
the overa.ll Iearning outcomes. A.Lditiona.Ity, this policy aims to provide general
and speciEc guidance pertaining t,) the roles of relevant stskeholders, safety ard
security measures, aIld accountability mechanisms.

tr. scoPE

This policy covers the implemertatron a.tld tEarageEent of co-curricular and
extra-curricula-r ofr-campus activltres in all public 6nd private schools.

III. DErITTTTOI{ OF TERUS

For clariry and consistency, the loltowing frequently used term6 and phraGes in
this document shall b€ construed as follows:

I, Actlvlty Ecrd - any authorized persorrnel pri@a.rily respon8ible for the
learnels during an off-caEpus activity

2. Chtpcrglc - a person assigned to accompany and supervise learners dutin8
ofr-campus activities

3. Educrtlooal Flcld fHD - a careiully planned activity inahing travel to sites
outside t}re classroom arld school premises where leEson delivery usually
takes place for frrstiand leaming opporturities, the design of which is built
amund achiwing particular core competencies oI the curriculum
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4. Ollardll.o - refers to letal gurrrdians, foster parents, and other persons,
including relatives or even non relatives, who have physica.l custody of the
child

5. OE-Ca-Epu. Actlstty - an auth(rized activity relevant to learning that talrcs
place outside the Gchool premisc:;, participated by lea.rnels and supervised by
teachers and/o! sta.f and other concemed stakeholders

a. Crf4rDpua Co-curdcnlar Activlty - autlorized, voluntarJ., non-traded
ofr-ca.opus leamer engagements anchored within the bounds of the
standard curriculum and ,:ducational competencies organized and
coordinated by authorized leaner or civic organiz€,tions

b. (Xf-C.Dpua E tra-curriculer Actlelty - voluntary, non-graded ofr-
campus learher en8ag€ments not anchored on the standafd curriculum
grld educational competencielt elther ofiered/coordinated by the school,
autiorized learner or civic or_ganizations tJrat ailo to promote the holistic
developEeot of les-rners

5. Roadworthhcaa - p€rtai.os to the ability of a vehicle to be street-legal a,rd in
a suitable opelating condition as per the stEndards of appropriate
govem$ent / regulatory agencies

I1', FOLICT STATWETIT

DepEd hereby establishes tle policy o)1 the condust ofofl-campus activities to set
the guidelines on the conduct of co-curricular ajrd exka-curricular olI-campus
activities in public and private elementa-ry and secondary 6chools.

oar.,tal Pt{,rctrba
A.ll co-curriculgr and erctra-curricular activities wilt adhere to the following

1. ensure relevance a.trd e-lignment with the educational corDpetencies of the K
to 12 Curriculum 6nd leadershrp development of lea.rners;

2. uphold child protection principles ,md that no learner she.ll b€ disadvartaged
in any form; and

3. observe the salety and s€curity protocols for aI participants before, during
6nd after the activi9.

Off-carDpus activities sh6ll not be use(l as a meErns to raise funds for the school
or a.n association. AII curricular and rratronally marrdated off-campus acti'rhes
sha.ll be oubject to existing policies governing them.

V. CATEGORIES OF OFF.CA.uPUS ACTIVITTES

A. DcpEd UEd.tod and lllthted Olf4.Ep[t Actleltlcr
ln support of the K to 12 Curri,:ulum itopleEentation ard the holistic
d€velopment of leamer6, D€pEd regularly initiates and/or mandates actieities
that are conducted outside of the school, TheE activities 6.re orgalized by rhe
centrs-I, regional and dlvision ofhces, and follow existing issuances speofic to
t}re activity.
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B. kcrE.lly I tlat d Olt-Canpus ActlvltlGt
External stakeholders may invo ve schools in their activities and pro8rams,
which a-re ofr-carnpus in nalure. For public schools, such activities shall
require approval from DepEd authorities per govemance level. For private
schools, appropriate school authorities r dll be in cha.rge of the approval. The
planned off-carupus activity shall be thorougruy discussed with school
managemeDt before seeking approval from concemed authorities. This sha.[
Ioltow stricdy alticulated procedures in this poliq..

C. School hltt t d Otr4.apus Actlvltle.
Publlc .choob shall be allou'eo to orgel];?E Eeld trips and/d educational
tours provided that thes€ will not entail huge costs aid will not risk the safety
and security of learners. Firtd trips and/or educational tours are
mDttlcEart l sctlvltlGa orty and shall not in any way replace the lea.roing
delivery.

Ttre conduct of ofr-ca.Epus acriliries will be a prerogative of the school heada
and subject to the approval of the Schools Division Superintendents (SDS)-

VI. ROI.EA AIID RESPIOTAIBITITIES

-4,. Clrttal OtEcr
The overall policy guidance \*'rll comc from the of,ice of the Undersecretary for
Planning a.rrd Field operations and UndersecretarJr for Curriculum and
lnstruction. SpeciEcatly, the foUL)wing a.re the roles and responsibilites of
concemed bureaus:

1. 8ur€au of lrarD.r sulrport scwlcca
a, Oversee the implementrrtion of this policy
b. Re8olve eEerging issues and challenges in the implemcntation and

management of olf-campus activities
c. Conduct peridiic monito-ring and evaluation of ofr-campus

activities
d. Spearhead the review ol the policy on off-campus achvit es

2. Bu-roaE of Lrrncr Deltvery (BLDI ald Bur.ru of CutTlculu.E
Dqellopr.Et (BcD)

a. Ensure qurricular and r.ationa.lly-mandated co-curdcula-r activities
adhere to the protorrols set in this policy

b. Participate in the rcgular review of this policy

B. R.gtond ofEcc
civen the sharcd responsibility of Regionat Ofrce (Ro) functional divisions in
the conduct of co- ard extra-curri( rrlar orf-campus activities, herewith are the
rolcs and responsibilities of concerned oEces:

1. Educatloa Srtryort Scrvlces DMrfoo lESADl rld ClurrlculuE e8d
Lcarnl'lg U.,lagGnoat Dtvlsion (CLUDI

a. Spearhead thc natlonally mandatcd co_ and exEa-curncular off-
ca.Erpus ectivity held at :he regional level
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b. Evaluatc and recomnlend the approvsl of diviaion alld retional level
activity proposals rnd ensure that these contiibute to the
curriculum and leainer's development

c. Ensure that off-carnpus activities strictly comply with procedures
stipulated in this policy

d, Monitor the conduct of co- and extra-curricula, activities
e. Resolve emerging iss res and challenBes in the implementation arrd

management of scho,)l-initiated ofr-campus activiti€s

ESSD shall be the overall in-cl,arge in the lEonitoring and evaluation of the
implementation of the policy on off-campus activities at the regiona.l level,

C. EchooL lxYlrloo OEcc
Given the shared responsrb irj'of Schools Division OlEce (SDo) functional
divisions in the conducr o[ co- ,1nd cxtra-curricular of-campus activities, as
appropriate herewith are the roles 6nd responsibility of concemed ollices:

l, School (lsvctraEce lrd opetatlotr! DlvLioa (S(X)D| .!d Crrsiculua
IEpl.E.ltatlotr lrMrior {CID)

a, Facilitate smooth imlileqrentation of olI-canapus activitics initiated
at the SDO level, as appropriate

b. Monitor the conduct of co- and e*tra-curricul8r activiti€s
c. Evaluat€ arrd recommend the approval of school level activity

proposa.ls ard ensur( that these are aligned with ttle curriculut$
and contrrbute to learner's development

d. Secure a list of both accredited and blacklieted tour
op€rators/service providers based on track record and credibility,
which schools can rcfer to

e. Ensure that olf-campus activities stricdy corDply with procedures
stipulated in this polny

f. Resolve emerging issues and challenges in the isrplementetion and
management of schoot-initiated ofi-cadrpus activities

SGOD shall be the overa]l i. charge in the monitoring and evaluation of
the iErplcmentation of the p,)Iicy on ofr-campus activitics at the division
lercl.

D. School

1, Sciool Hcrd
a. Ensure that proposel ofI-carnpus activitiea are in tie AnnuBl

Improvement Plan, esl)ecially thos€ that can gLeady be anticipated
by the school

b. Revie$ school level 6ctivity proposal3 and endorse to SDO for
aPProval

c- Ensure t]le alignment of school level activity proposa.ls with the
target key stagc and coEesponding competencies of the Ktol2
Curriculum

d. Ensure that activities strictly coEply with the procedures
stipulated in this policy

e. Schedule catch up learning ses6ions foI the participarts of ofr-
ca.Epus co-curricular activitiea held at the diviBion, legional or
national levels who rrLiss claeses to attend said activities
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f. Resotve emerging issues and challenge8 in the impleEentation and
management of school-initiated olr-caEpus activitieE

g. Submit activity reporrs lo the SDO

2. Actletty Ec.d
a. Spearhead the plalning and preparation of the ofr-calnpus activity
b. Facilitste the parents'/guardia.ns' conference, pre-departure

orientation, and other' similar preparatory activities
c. Ensure t}rat safety measures, protection of lear'neas, and relevent

procedures stipulate(.l in this policy ar€ strictly obs€rved in the
plarrning, activiq proper, and post-activity stages

d. Conduct pos!-activitl' processint, and prepare the activity report to
be submitted to the s()hool head

3. Pa&nta.!d/or Gu.rdia! ofthc L..rn.E
a. Participate in the plarlning alrd preparatory activitiea such as

parent/guardian conference, Fe-departure briefin8, and otler
similar preparatorv a('Livities

b. AccoEplish a.!rd subfiit Parent's/Guardianb Consent Foro (ArDar.
Cl to concerned teachera to indicate that they are allowing their
child/ren to join Lhe ( fr-caEpus activity

c. lnform the concerne(l teacherc of the learners' apecifrc rDedica.l
needs;

d. Provide the reqtiired rnlormation stipulated in thi8 poli(y prior to
the conduct of lhe oIT.campus activity.

e Ensure that necessary arangementa for travel insurancr are
secured.

For private schools, their respeclive approving authorities shall be engaged as
provided in their respective manual oI rules and regulations. Private schools
should likes/is€ stricdy obsene ihe engagement of pa.rents and/or guardians
in lhe conduct of all off-campus acrivities.

VII. PREPARIITC llOR OI'tr.CAIdPUS ACTNITIEA

A. Pt ,rlrg
In accordarce with the prinoples provided for in these guidelines, all schools
and other concemed omces sh{rll prepare a plan and seek the approval of
concerned autho.ities. The plan should take into account leaIIrers' diversity,
context, and needs. This should be part of thc school's annual planninS
activitv to engure that ofr-campLs activities support education priorities, and
are relevant to leanint and development of tearners. ln this litht, plarDint of
en off-carDpus activity shall provtde a clearjustification that covers important
aspects such as relevance to th(: cLrrriculun, safety and security measurea,
ard accountability of concerned stakeholders, araong others, hivate schools
rnay also adopt their own planning process to ensule that off-campus
activities are aligned with the curriculuEr and hetp attain educational
codpetencies.

Parents shoutd have active in!'olvement in the planning of off-campus
activities. At the planoing stag€, they should be informed of the details of the
activity and nature of participarion of their children. Tltey ehould also be
encouraged to atteDd these activrties as long as their resources perrDit.

5



For of-carnpus activities rhat shall be conducted for at least one day, an
Actlvlty ProEoaal (Alaei A) shall be submitted to the approving
autlority/ies for review and approval.

For all off-campus activites less than one day, concrrned teachers shell s€ek
the approval of the school h)ad in writing. 'Ibe concemed teacher shall
exercisc utmost diligence in observing tl.e safety 6nd security of thc lca.rners
throughout the duration of thc said activity-

B. SrfGty rld Sacqdty Uc.aures
The following safety and security measures shalt be obsewed by aI public and
private schools when plarnning .m olT-carnpus actirdty:

l. Euddy Sytt tr - All leaEers participating in an off-caropus activity should
be assigned a buddy except when only one learner iB tlavelling with the
concernd teache!. This is Lo ensure that someone is Iooking a.fter one
another and that no one gels left behind. In bigger groups, th€Be peted
leeiners ahell be assigned to a teacher or any psiticipetinB adult.

2. Ucdtcal l(lt - The activity hesd shall ensure that t-here ia an accessible
medical kit throughout the duration of the olf-carnpus activity. l,earners,
in palticulai, shall be made aware of how to access the medical kit
whenever necessar5r.

3. E6crg..cti rnd Evrcuatlon Ptocrdurc! - All responsible p€rsonnel in
the conduct of an off-campus activity sh6ll be guided by the principles of
emergency afld evacuation pr()tocols as p€r School Disaster Risk Reducuon
and Management Manual. This shall be part of the pre-departure briefing
with aI the participants.

4. Food - A.ll personnel involved in an ofr-campus activity sha.ll continue to
promote the consuEption of healthy food and beveraSes during the entire
trip pursuant to DepEd Order No. 13, 6, 20l7-

5. Lcqrlor fcdlcal Coqdltlo! - Concemed teachers should be awa.rc of the
participating lcamer's medrcal conditron. As necessary, acdlcd
olerralcc shall be required especially if str€nuous physical activities are
pa't ol the ofr-carnpua actMty prograro.

6. L..rncr Eoertcnqy Coltact DetalL - Coocemed teachers dhall secure
the emergency contect details of every learner joining arr olf-campus
activity. ln the s.sme way, concerDed teachers shall Sive their contact
details to the parents/guardiarrs of learners.

7. b.rnet sarlty ard hetlency C.td - ln addition to t}re wear-ing oI
school lD, each learner joining an off-ca.mpu8 activity should prePare and
wear a ssfety and emertency c?rd, which containa the following detailsi

a. l€arner emergency cont{ct detai.la
b. Contact nuober of concrrned teaclrer/a
c. Allergies End other pertrnent health information (e.8- Pre-existing

conditions, dieta.ry rest ctions, pr€scription medications)
d. Blood B?e
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No cost should be incurred by the leainers in the preparation of the
l€aroer Se-fety and Emcrgency Card,

8. frrfic Rulq aad Corvoy - Vehicles shall stiicdy follow thc tralhc rules
and related regulations as set by the law (ex. speed limit, use of seatbelt,
capacity, etc.). [n cases \rhere multiple vehicles are uged during an ofl-
campus activity, said vt:h:cles shall always tE i! convoy.

9. Wc.th3r CondltloE - The activity head shalt dosely monitor weather
forecasts arld pattems 2-3 days before and on thc day of ttte schcduled off
campus activity. lf inclenrent u/eather is expected, thc school head shall
iomediately canc.l thc plDned trip.

Ofl-campua activities sha-l be llexible and incur no eitra costs in cases
wherein reacheduling occr- rs.

C. Sltc SoLction frs trLld Ttilps/Educ.tlo8 I ToErr
Apart from relevance to thc curriculum, Iocal sites of academic and/or
hietorical relevance should be prioriti?.ed to proEote local krrowiedge sources
and cost-elEciency in determirring the venue for field trips/educational tours.

D. S.rvtc. Mdera
OlI-campus activities requrring the services of external tour and
transportation operators, alnc ng others, shall cmply with the provisions of
these guidelines to ensure the salety of pa.rticipsnts. An .trecEGnt sha.U be
jointly signed by the procuring entity aid the service provider, specirying the
responsibiJitics and liabilities of the paities especia.lly to t}rc leafnerE who will
participate irr the off-campus .cdvity.

l. Ertc d Plntrefl lex. barangaV, a ptblic or private school) -The school
may be assisted by an L'xte.na-l partn€r in terms of ErI off-ceElpus ectivity
and/or tralsportation sen,ice, provided that a s/ritten agreeErent is signed
by both pa.rties beforehand

2. Tout Opcrrtorr - Tour ope, ators providing services for off-ce-mpus activity
destinations shall be duly accredited by govemEent agencies. The
following documents shal] Le checked from the tou! opelator:

a. Certiied True Copl. )f Accreditation Certficate by the Delrartmeut
of Tou.isrn (DOT)

b. Certfied True Copy ,rf CertiEcation from tllc Land Transportation,
Franchising and Relulatory Board (LTFRB) on the validity and
scope of franchise of the tour operator's vehicle/ s, if applicable

Moreover, itinerary and activitica oflered per location must be mede clear
in the agreeEent and strictl r' folloged. An ofl-campus activibr venue must
be able to coErfortably accoromodate the erpectcd number of participants
at a time.

3. TtrDlpostrtto8 ProvtdcE - vehicles, Eost especia.lly those arranged with
external transportation operirtors shall be duly certiEed by the Depa-rtment
of Transportation (DoTr)i l,and Transportation Office (LTO). Vehicles
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should not be more than I o years old as of the scheduled date of the off-
campus activity reckoned from the year of manufacture. Furthermore,
pertinent documents including, but not limited to, the folowing shell b€

checked as to their va.lidity:
a. Registratjon of Vehicles
b. Insurarce Coverage
c. Profes6ional Dnver's Licens€
d. Roadworthiness Ceidfi cate

The transportation providei s shall submit a list of the specific vehicle/s
and corr€Eponding plate number/s to be us€d, and aBsigned diiver/s, for
En off-campus activity not less than five (5) days before the activity. Onty
the pre-identified vehicle/s and driver/s urill be p€rmitted during the
activity itse[. Prior to the scheduled activity, the transportation prouder
shall conduct lrecessarj' i:rspection of the identi-fied vehide/s in the
presence of tie activity head or any authorized peraonnel.

The number of participonts l)er vehicle shall be strictly limited to its s.ating
capacity. Ol,erloading and usage of additional seats rn the vehicle aisle
shall be strictly pfohibited.

4. Hy.rr - The school shall ensurc that all drivers asaigned to s€rvice ofi-
campus pa.rticipants have updated licsrses arrd aie in tood Eedical
condition as per their latest hea.ltl exa.EinatioD within a 5,,ear of the
scheduled activity.

E. Lrtrcrr trtth sp€cbl lleeds
Appropriate accornmodations and/or Eodificatioas shall be provided for
tearncrs with special nccds.

F. Psrost / Guardtr.o Coaf€relce
Parente/Guardians shall be corlvened to discuss all approved and upcoming
ofr-carDpus activities. The pro8raln, logistical and administrative requit€ments
will be discussed in the clnference. For those who wer€ not able to attend the
conference, t}le school sha]i sen I a letter ofinforoation signed by the priDcipal
to the6e parents/tua.rdians. FoI oll-ca.Epu6 activitics that are not initiatcd by
the school le.g. batdtugdg, Regional Otrlce, Schools Division OlEce, ctc.), the
invitation or merEoranda shoul(l be attached to the letter of information. Duly
accomplished consent forms lAnEor Cl Bhall be submitted to the activity head
prior to tle activity.

c. PrG-Dclnrtur€ Brlcitrg
All off-ca.opus activity participents - learners, teachers, pa-rents/guardiaas -
shall attend a pre-depa-rture briefing to discusa, smong others, the following:

a. Progra.trr, including t:le activities tlmt the leatners will particiPate
in

b. Ex?enses that may b9 incurred
c. lnformation on the place/s to visit
d. E6ergency a,rd evacuation procedures
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e. Safety ard security measures
f. Depa.rture 6nd arriYal area

The activity head shall ensure that sll clari.Ecatrons, concems and issues are
disaussed and resolved durlnr: the pre-departure briefing.

For activities that will invoJve )ig groups, groupings shall also be done duritlg
this pha8e. Chaperones shall lle identi.Eed and provided with a list of learncrs
under ttreir ca.re.

For activities tltat rcquire mu,tiple areas to be visited, a map with the pre-
determined visit points shall also be provided to the learners during the pre-
departure.

Those who fail to attend the p ldcpartule briefng shall not be allor.!,ed to join
the activity.

VIII. ACTIVITY PROPTR,

To ensure the soooth conduct ol oIf-campus actieities, all public and private
schools must observe the following required duc diligence:

A- School Rr c.
School rules shall apply durin8 ofi-ca.apus activities

B. Vehiclc In pcctlon
On the day of the off-carnpus actrvity and beforc lea.rners board the vehicle,
the school shall inspect and ensure that t-he vehicl€ is in good condition and
crosscheck both the vehicle and the driver with thos€ pre-identifred for the
activity,

C. UratfB.t
A.tl participants - learners, pare;'rts/guardians, teachcrs and other personnel
- shall sign a manifest {Annef, BJ before leaving the school premises and ulroD
retum to the school.

D. TncH.ll
Hcadcount shall be conducted before leaving ttle school and upon arrivs.l at
every ofr-campus venue.

For off-campus activities u,rith trusporatioD providers, llre school sha.U keep
track ofthe vehicles that leave and rctum to the school, as weU as thc leamer-
arrd teacher-paGsen8prs. This trackint sha.ll be Eade transparent to parents
or guardians.

A specific waiting a.rea in the school shall be designated where all retuming
learners shall be picked up by lheir fetcher. laarners whose fetcher6 are yet
to airive shall diligently wait in this area, and shdl be supervised by the
teacher-in-charge.

E. BrLfi.ag Upor Artivrl
Upon arrival at the venue, the learners should be briefed on the s.sJety arrd
s€curity rEeesures, emergency arrd evacuation procedures, aa well as rules
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and retulations to be observcd in the venue. ID cards and Leeiner Safety afid
Emergency Cards shall also be checked by the concemed teachers.

F. Clolc slD.rddon of Lla.DerB
Close supervision of leaners shall be observed in the entire duration of t}le ofr-
campus activity. All learners shall be in8tructed to report their whereaboutg
to thes€ concarned adult pa.ticipant6. fn case of bi8 group ofl-campus
activities, there should be at least two chapeaones in a vehicle of not more
tian the seating capacity. When lined up with the lea.rners, one chaperone
sh6.1l bc designated at the frotrt of the line, white the other sha-ll be assigned
at tJre back. kafners shall not be permitted to wander oII on their own.

For ofi-carnpus co- and extra'cLrrricular activitics initiated by the division,
region, or externa.l entity, paiticipating lea,.oers are rcqurrcd to be
accompa-nied by concerned tcacher/s or coach/es from the participating
school.

Kinderga.rten up to Grade 3 learners EE t b€ accompanied by thcir
parents / gua.rdians du.ring off-campus activities.

G. Edlc.tlo!.I ToErLo
For ofr-celnpus activities with arl educational compoDent particular to the
venue/ place/s to visit, lelated lecture must b€ conducted throughout the trip.

H. DrolFolr
Learners whojoin ar oll-campus activity shall be dropf,ed offat the designatcd
waiting area in the school. Elenlentalr leamers shall not be allowed to leave
the school predises wi*rout thcir felcherB.

The pareDt/gu8Jdia, u/ho *'ishes tieir child or children to be dropp€d of
elsewhere, shall directly corn'nunicate witl the ectivity head or authorized
personnel the drop-otr details 'fhe lea.rner's fetcher must elready be in the
a8reed d.rop-ofr area by the timr: the lea.rner is to be &opped olf. oth€rwise,
t}le learner shEll be dropped oII rnd picked up at the school.

Port-Actlvlty Vchlclc Check
Autiorized persoDrel shall insp:ct the vehicte for any items that might have
been left behind by the leafne-s. They shall collect any found items and
faci.litate the claiming of the sarc items-

I,(F(XIT-ASIIIIITT

To get the fuIl benefits of the off-caapus activity, post activity proccssin8 must
be conducted.

A. I€arncs.' CILEI.! g.ai Activity
The class adviser sball conduct a culminating astivity and proccss wittl t}Ie
learnera the activities conducted ris-a-vis tie curriculuE. The activity airns to
proceBs and syntheaize the learnrng e4)eriences and insights of leE.rners fro@
the conducted ofr-campus activity.

Teacher/s involved shall ask lhc learners who joined the olf-campus activity
for feedback on the activity; particularly, things sucb as what wc'It well, what

11
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went wrong, and thints that can be improved next tlme. Evaluation shall cove!
the activity itse4 th€ vehicle/s u6ed, the venuc, and other servicee when
applicable

The Activity Head shall in no case be allowed to conduct thc ofr-carnpus
cul-Einating activity.

E, Activltt Er.luatlon
All teachers irvolved in the ofl-,rampus activity are required to convene for a
post-activity evaluation to discrrss is6ue6 and concerns encountered dudng
the entire duration of the trip. If only one teacher wss involved, the evaluation
should be done with t}le school head,

Fcedback from both lea.rners arrd faculty membcrs shdl b. consolidated by
thc teacher/s involved, to be in( luded in the Activity Report.

C, SubEL.ion of ActMty ReDort
All concemed teachcrs shall prepare and subtait an activity report [.A!.nq D)
to thc a.hool head for subsequent reporting to thc SDO al1d RO, whicheve! is
the approvin8 authority. Privale schools may also subEit their report to their
respectivc approving authorities.

The report 6hould a.lso contaiD the documentation of learners' culrDinating
activity and the eva.luation oI the learoers and teachere. Specifically, the report
sha]l high[Eht the academic gars relev.rnt to the curriculum, evaluation of
tour or aervice pror'ider, and challengea encountered during the activity.

X. SPECIAL PROVISIOTS

A. P.tttctD tlon
Participation, especially by learr:ers, in co- snd extra-curricular activities will
be yohrt.ly, No leamer shall )e required to participate irl any ofi-campus
activity

B. Travcl haEra.lce
Securint travel insurance is mandatory for all olI-campua activities. No one
sha.[ b€ allowed to join off-campus activities without Eavel insurance.

C. l{o Gr.dc Equfi/aLrt
A.ll co-curricular arld extra-curri( ular activitiea shall have no grade equivalent.
In the sarDe way, all non-panic pating learnerE rhdl lot bc slqultrd elth
..!y alFclsl proJoct. a8d/or Gr.Eiratlol ot rly forD of rchool
ncqulr1cEcntr.

D. Cla!! DbtaDttor
The school head shall ensure thzit off-ca.dpus activities wi.ll in no way disrupt
class€s. Arra.ngements have to bc slade to ensultc that contact time with non-
participatin8 learrrers is obs(rved. Specilically for field tiips ard/or
educ4tionsl tourc, non-par'ticipating leainers shall be provided with leasons
equivalent to the program of tl-e conducted ofr-campus astivity to enaure that
nothing is missed in the learning process. Make-up dasses shall be conducted
to cover competerrcies diacussed and,/or taken up during the conduct of the
oE-carnpus activity.
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E. Patrctrttp rltl O'tlcr Agenct6./Or!.rlatlola
Schools/SDOs/ROE may partncr with other organizationa and govemment
agencies to assist DepEd in the .onduct of ofr-csrnpus activities.

XI.TUI{D sOI'RCES

For t ubllc achoo[a, funds for the conduct of of-carnpus activities may be
sourced, as appropriatc and in accordance with existing accountint and auditing
rules and retulations, from the foll(,wing:

A. DcpEd Flndr - thi6 6hall be subject to the provisions under the irlplementing
guidelines of DepEd's nationatty mandated and initiated olt-ca$pus activities
and allowable expenses in the School's Maifltenance arrd Othq Operating
Expenses budAet (MOOE).

B- SDtqtsI trducatlo! Flad - funcs for the plarlned olf-ca.mpue activities could
slso be requested from the t-ocal School Board lor consideration in thc Specisl
Education Fund (SEF) as applicable, and in accordance with DepEd.-DBM-
DILG Joint Chular Oi s.2017.

C. Eltctld soulcca - schools mav tap other pa.rties Bucll as rporofl r.ad/or
ertaanrl Dattncn for finaicial support for the fees, transportation services,
logietics, and other requiremenLs necessary for the conduct of Off-Campus
activities.

clr.r'g,,,rt4 cal sr,4ll Afr..1'rnpzs o'ct uttT.t pbe una.a irtt,,lotal hudca ot
r:r.e l@,f|ara @td thalr lemllles. TeaarEE t tdll ,tot cttdrgc tMr qFnsgr
tD Langrs.

XII. UOI{II('RIIiG AIID EI'AIUATIOI

BLSS, in close collaboration with BCD and BLD; crith CLMD and ESSD; and, with
CID and SGOD, wiu conduct structuled monitori!8 of off-caapus activity
processes. They will Fovide feedback for the iEproveBent of this policy.Further,
+}le BISS with concemed regional ofliccs will conduct an annual review of t}le
effectiveness artd efEciency of the poucy in achieving its objectives.

xru. vIoLATtoxS AiD StrcrroNs

Any violation or abuse of this ()rder shdl be reported iEmediately to the
concemed DepEd ofEces as articulz ted in Section VI of this policy Such violations
shall be dealt with accordingly.

xrv. EmECIVEY/TRAIaITORY PROVISIOTS

DepEd Meoorandum No. 47, s 2017 otherwise knowrr as Moratorium on

Educational Field Trips and othcr Sin lar Activities shall be lifted upon the

effectivity of this Order,
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./UncEX,/i.: OFF-GADUA ACTLTY PROFOSA!

Please submit the compteted proposal arld copy ofrequired attach.drents below to the
concemed approving ollices at the Rr:gion and/or Dvision Offices at least I Eront}I
prior to the conduct of the actj\rt:\,.

Att chEclt! llf .Ppltc.bLl:
tr Certifred True Copy of Accredrt.rtion Certificate by the Departrnent of Tourism

{DoT)
D Certified True Copy ofCertihcarion from the l-snd lYansportation, Franchising

and Regulatory Board (LTFRR) on the validity and scope of franchise of the
tour operator's vehicle/s, iI applicable

O Copy oI Registration of Vehicles
D Copy of Professional Driver's Li')ense aJrd Updated Mcdical Record
E Copy of Roadworthiness Certifi(:ate
E Information and Cost ofTravel lnsurarce
E tndicative Program (including the itinerary of activities)
E Other exp€nses that lnay be incurred
E lnforEation on the place/s to tisit

Name of School

Titlc of the Activity

Purpos€ of the Activity Proponcnt

Destiration / Venue Departure Datc

Re:um Datc:

Grade Lcvcl: /€tr@re./

Kinder 1 2 3 4 5 6 7 8 I 10 ll 12

Fund Source

on
un-kaac with the ESIP-AIP

Divisioo

RcSion

Suq€ct Arca:

Activitv Head

Deperturc Timc

Rcturn Time:

No. of kaflrerc

Bud8et Ertimatel (b@knoaiJ ^@ty)

Target Kcy Stage and Educationel
Compctetci€a (@rsra-t 2 A@i@tutu G)i.L)



FoE

Fot

Transportation

InforEallo!
Narne

hld.f,.d actHtl..

De3i tion

Name of Person t,
De

Mcans of Transportatior lptease hd@t @hil4. to bc ul.i,l

Name of Service Provider U or,ptictbb)

Contact Details of Sen'i( e Pro\.ider

. Contact Numberi

Contact Numb€rDc

Namc of Oflicc/Unit Contact Numbcr

Contact Numbcr

Name of Pe$on in

Neme of Service
Provider

kiLtl;.l R!.d



iUnIEX B: UIIrIFE€I

AI participsnts sha.ll 6ll out this lorm cornpletely b€trore leaving the school premises
and upon retum. As necessa5/, this shall be completed in triplicate for School
AdrEnistiatron, Faculty Member, and Vehicle Driver's copy.

f.nrc of School:
fltlc of./tctlvlty:

Dc.tlnatlo!/Veluc: (indicate aI)

P.ssclgcC.
I[.n.

Vchlcle l{uEbori
DeprrturG I).tc:
Ir.p.rtuE TIEG:

Ifo, of Lc.raGE:
Rstur! Datc:
Ratuta TIDa:

L.rr!cr/hrcat /
Gurd.Ln/T.rcher/

Otte
Coataqt llEEbcr/r

+

l

DCFITEi!
tdBt

R.tnrn
l.lI!l

--+



AIfrEE C: PrlRE T'a/GUIRDIAN'A OOI{AEIIT r'ORI

l[aac of Lrracr:
D.tc of BlrtL: Sc
Prt!!t'./GurrdL!'. lIr.Er:
Rclatlo!.htp to Larlcr3
EoE. AddrGarl

Coltaot l{u-Bbrtif t:
Tldc oftho Actlvttyl
VGaue: D.tG of Actlvlty:

As the parent/guardian of thr) aboveEentioned leafner, I hereby acknowledge
that I have been informed oI the d('tails of the of-ca.opus activity and voluntarily
and frecly elect to paiticipate in this off-caDpus activiEr. FlrrtherEore, I understand
the risk6 associatcd with arl off-c,mpus activity and agree that the rulea arrd
regulalions established for the said activity are Ior the sa.fety and security of the
participants, and tius aglee to iistrlrct lEy child or children to obey therE.

Having understood all the aJo)-ementioned, I hereby consent to allow my drild
or children to participate, acloowledgiag all oI the foregoing. I a.o also solely
responsible for providing travel insur.rnce snd any exp€nses for my chitd or children's
participation in the activity.

Parent/ Guardiar's Narle and
Signature

Date

tlo@, (odEt inbrnatlon 
'au 

may wish b inbrm ,e @ sach a childg ndlcl
condh:on, eX.):



AIIIIEE D: ACIIVITY REFTORT

Titb ot the Activity

Name of Activitv Head School

Subject Area Datc of Activitv

TarEet Key Stage and Educational Compete^cics lc pa K 12 cniatum arlael

Please prepa.re a nafative report on t 1e recentty-conducted OII-Campus activity using
tle following questions as your guidr :

Actlvlty
1. Where aad when did the acti\ity tal(e placc?
2. Who were involved ilr the activ.ty?
3. How was ll.e activity conducre l?
4, What was the unique educatiola.I va.lue in the activity?
5. Was there adequat€ stalT and a.dult supervieion?
6. What problems or challer.ges were encountd before, during, end elter the

activitY?
7. How calr these problems and challenges be overcome in the future?

l. How soon a.fter the Off-Canpus activity did you have the culminating activity
a'ith the lcarners?

2. Describc brielly how you proccssed the Ofr-Ca.mpus activity snd its lelevance
to the curriculum, with the leajner/8.

3. Wbat werE the takeaways ofrh,: leaincrs froru thc Ofr-Ca.Erpus activity?

Ev.lE tlon
1. Collectively, what were the gool things that happened during the Off-Ca.dtpu.

activity?
2. Collectively, what were the issrres and concems encounterd by the teachers

involved during the entire duralion of the trip?

Err.lrt.tloD of Tonr/ S.rrlcc Eovtder
1. Briefly d€8clibe your experieDcD with the services provided by the tout/service

Provider.
2. What did you like best and least from the tour/service provider and its

service/ s?

DMeion

Region:

crade L€vel:




