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To

All Others Concerned
This Dvision

Assistant Schools Division Superintendent
Chief Education Supervisors, CID and ffiD
h.rblic Elementary and Secondary School Heads

Date

Subje€t:

Frou'- CHERRY MA ., cEso v
Schools D t
October ma

GUIDELINES ON THE USE OF PUBLIC SCHOOL GROUNDS,
BUILDINGS, AND FACILITIES

This Office dissemiiates the Buidelines on the use of public school buifdings
and facilities in compliance with the provision of Section 1t Chapier Z Unit
VIII of the DECS S€rvice Manual 2m0 and I tem C, Chapter V of the Educational
Facilities Manual.

The use of gchool facili[es other than school activities must be subject to the
approval of the Schools Division Superintendent (SDS) and upon tlrc
endoB€ment/ recommendation by the rlool head. A copy of the endorsement
template is attached hereto as ErElorure "A".

Upon review and approval by the SDS, the school head and the requesting
party must enter into a School Facilities Usage Agreement with t}re school. A
copy of the School Facitties Usage Agreement is hereto attached as Endosure

"B". School heads are allowed to insert additional provi,5ions as deemed
necessarJ. or relevant to the conhact.

The following activities and utilization of the school grounds, buildings, and
facfities may be Frmitted:
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a) Civil Service Exaurinations. Holding of the Civil Service Examinations
shatl bc allowcd in the classroom induding the use of the fumishings and
lighting facilities;

b) Literacy Classcs. lnstruction of illiterates and other literacy actvities may
be held in the schoo!

c) Polling PLaes. The use of the school for the meetings of election inspecto$
and as a poling place for the election of national, proviffia.l, city,
mudcipal, and barangay of6cials may be aurhorized;

d) Relig,iour Seflices & INtructions. Holding of religious activi[es for the

beneht of pupils/students and barangay council and other s€ctoral groups
and conduct of religious instructions may be allowed provided such

activity does not interfere with the regular school activities;
e) Conmunity Prqgrarn hoial groups and barangay courrils may be

allowed to use the rhool for civic and educational activities. Civic activities
refer to different productive activities in the coErmunity which are usually
participated by the commrrrrity members and which support Ole school's

academic and cocurricular proFarns, proiects, and activities subiect !c
pertinent DepEd guidelines; and

0 Evacqation Center. A school may be used as an evacuation center or y as a

last resort.

Pursuant to Republic Act No. 10821 or the Children's Emergency Reiief and
Plotection Act, whqr a rhool is used as an evacuation cmter, the gymnasiumg,
leaming and activity cente6, auditoriu.ms and other open spaces shall be

utilized fust, The claaaloom. 3b.11 only be ured ar o Lrt rc.ort. The use of
the school premises shall be as brief as possible and shall not exceed more tlun
fifteen (15) days.

The following shall be considered tlegal utttlr.Uoa of school grounds,
bui.ldings and hcilities:

a. Use for personal convetience of an employee as his/her residence
and not in cormection with his/her official duties;

b. Use of the school property lor tlrc fur0temnce of private intercsts of
individuals and goups;

c. Presence of squafters or informa.l s€tders; and
d. Conduct of poltttcol Ealr Ecethlr or for other politics-related

activities.

The utilization of school property is and should be uader the strict authority of
the fthool Head/Principal. Any illegal act or activity resulting from o! related
to the utilization of the school property or facilities shall be taken as the
accountability of the School Head/Principal.

there shall be no disruption of classes or school activities; utilization of school
grounds, buildings, and facilities by other agencies other tharl DepEd or Private
entities shall only be allowed after rhool hours during weekdays,
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9 Any violation of this policy shall be dealt with administrativety pursuant to
DepEd Order No. 49, s. 2006, t]rc "Revised Rules of Procedures of DepEd on
AdminisEative Cases".

10 Immediate dissemination of and compliance with this memorandum is
directed.

Purok 6, Caskan& Malaybalay City
T€lefax (oEE) 314{094
Email: malaybalay.city@deped.sov.ph

Page 3 of 5



(L€ttertead of the School)

Efr)@EfT
Date:

Respecfirlly endorsed for applolal k) CHERRY MAE L. REYES, PhD., CESo Y
Schools Division Superintendent, the herein attaahed letter rEquest for the use of <indicafe
the iane of school here> Brounds, building and/or facilities as fo[ows

Facilities to be used:

Date of Use:

TirrE of Use:

Purpoe:

RequesteE

I have omcia.lly c@rdinated with the aforernention€d rEquester and find their request
to b€ in accrftlance with the DepEd Guidelines, No-Dsruption-of-Classes Policy and Non-
Cornrncrcialization of DepEd tulicy.

Sch@l Head/Principal

Purok 6, Casis.ng, Malaybalay City
Tel€hx 1088) 314{D9l
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l/We, (N,,rc qPe*01), ot bgal age, Filipino, and wilh residerre & _
amled widr auhority b perform in thb act in behaf ot home of ogdlizdioi, wt}!- a.re tlE uers of tlE
(Na?'a of F,filib e.e fiorc. al|,,l etd. tEreby conftrn k, tE dlowirg tsnns ard corditbns regarding
my/our reterv'atkrn and usage as approved by ttE sclDot 2d/nl.Irtistriltr,r, N@,e dSM Lteadhaciw\.

Tafrls and Candititrts

Endosur€'B'
(I-etbrtEad of ttEM)

Sdool Facflni's Usage AgrEroent

1. Tlc s.hool facility shall be used exclusi!€ly br tc purpce of_ At
rD tilne shall it he used fur iflegal purpoes

2. TtE premisei dtal e ld on (!!LtgLtF,I,l._!f!!EJL!9. f we dult respct de
resetvatbn of odEr usels ry corEluding ttE activilbs on time. I/We stE[ cornmuniate any Equest for
a dunge of tiEle or date lD tE sch@l lEad/adminbuabr at hast thlee (3) days beforc ttE elent ard
subiet b ttE avanability of ttE saH hcititb,

3. Priority slul te given b any s.hool DeFrunent of Edu(afron (DepEd) ani/or t@al
C.vernmert Unit G,GU) sponsoEd e1€nts TIE sch@l tEad/adminirtrabr has dE right lo prcempt
ary evmt in Avor or an erneBerry sdr@L DepEd or lcu-sponsoEd event provaed tsy make every
Ieasnat e effort to give ampb rEtte to me.

4. t/We agl€e k' pay in oder t defi'dy utilitbs experEes and otlEr

5. I/We shall ensue that an authorizd replesenbtj\,€ is pr€sent on 0le premi*s during dte
pedod rcserued. I/We shal ersure that childm atbrdees or paittipanb dEll be supe ired at aI
times.

6- All adi!,itiesare tDbecqnpled ad maintair€d insite hegmnasiunl Itssagewaysshal not
tE tto*ad
7. Anyscllool facititlsand equipmentshal be u6ed with @Ie ard inttE rormal marurerby which
dEy shal be operahd-

8. TIE size of tlE evmt or tl€ aativitks tD be corducd shall not o€ab saGty isres.

9. AlbrdEev€rt, dE fr.nitirshalbeleturrEd btEcorditirninwhth itwre reeivedwih de
rdsh and otlEr refuse beirB dbp@d of properly.

10. I/we agee to pay 

-(rume 

of s(hool) for any damages caused I
rtle elenr regeserdatives, offheE, emplo)€es or ilwihs in fuIl, immediaEly afbr tlE e}€nt is cordud€d
or witdn fifun days frcrn notlp dErcof by $e sdool administ6tDr. I/ We shal irdemnify ard hold
harrnhso DepE4 tIE sdr@l tEad/administrabr or its repEsr{ativ€s frcrn ary ard all daims of
lhtility that may arise out of sail rEienation or use of de 6cilitic's.

I/WE ACKI{OIIVLEDGE THAI I HAVE TFIOROUGHLY READ, UNDEFSIDD AND
AGREED IO THE TERIVG AND ONDIIONSAS LqID OUT.

Conforme:

Egnaxlre ors Printsd l'.larrE)
Addn5s 

-

Frran AddrE-
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