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- REGIONAL MEMORANDUM o

: REGlON_l___!l-CBN’I:‘RAL LUZON

No. 54 + 8. 2022 : ‘ ‘
REPORTING OF SIGNIFICAN T.: LOCAL INCIDENTS TO THE PUBLIC A‘ : FAIRS

SERVICE AND AUTHORIZA‘I‘ION OF ACCEPT! 'CE OF LOGAL Mﬁfﬁw

» ENGAGEMENTS SR

To: ~ Schools D1v1s1on Supenntenden cu
‘ Regional and Division Informatiorn Qfﬁcer
Public Elementary and Secondary School Heads
School Infonnatlon Coordmators Lo o

1.~ Thisis to furmsh all COncemed persohn &
Undersecrétary ‘and Chief ‘of Staff Epimaco V.’ Hg: CPA; MBA dated 13
September 2022 titled Reporting of Significant. Local.lncxdents to"the: Pubhc Affalrs.

Service and Authonzatxon of Acceptance of Local Medxa Engagements ‘ j.. e e

2. As stated in the saud Memorandum, the Reglonal Information Ofﬁcer (RI)) and S
Division Information Officers (DIOs) are-instructed to regularly and significantly . -
submit reports of significant local incidents to the Public Affairs Service through the
RIO/DIO Facebook Messenger Group and through the email pas medlarelatmns‘ e
@deped gov.ph. v . , T

3. Itis also reiterated that the RIO and DIOs are allowed to’ accept mtervmw o
requests from local media outlets from the region and/c or division. However, interview .
invitations from national media’ outfits shall only be accepted upon the instructmn' e
and consent of the Spokesperson , _ Lt IO

4. Additmna]ly, School Informatwn Coordinators are also requested to: report_.,,:_
incidents which occurred in their: respective schools as stipulated in Regional .

 Memorandum No. 245, s. 2021 titled Standardized Incident Reporung of Schools-_l_

Division Offices And Schools

- 5. ; Attached for reference is a copy of the abovementmned Memeranda

- 5. For mformauon ‘and urgent comphance Qf all ,concemed .

5. JCLAR, PhD, CESO T

MA
: eglonal Dlrector
© ORDl/paul - R s : .
~RO3 ORD_PAU—MEMO 2022~00023/September 22 2022
T
-Z Ll =+ Address: Matalino St. D.M, Government Center, Maimpis; City of San Fernando (P} ,«AIAi AB
%, £ Telephone Number: (045) 598-8580 to 89; Email Address: region3@deped.gov.ph m

ey gy e T e , Cermaem.mmzmw
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The incident report should include the following:

Region/ Schools Division Office/school where the incident occurred
Date and time of the incident

Type of incident :

Focal person and their contact information

‘Major points of the incident

Ways forward

The concerned information officers shéll submit an initial report as soon as possible
through the RIO/DIO Facebook Messenger group to ensure the quick flow of
information. Official and follow-up reports may then be sent to

pas.mediarelations@deped.gov.ph (kindly indicate the Region/SDO and the type of
incident in the email subject).

Additionally, RIOs and DIOs are allowed to accept interview requests from local
media outlets in their respective regions and divisions. However, interview
invitations from national media outfits shall only be accepted upon the
instruction and ¢onsent of the Spokesperson.

To communicate media invitations and for further information, your staff may
contact Ms. Erika Antonio of PAS ~ Communications Division through email at
ma.antonio001¢ideped.gov.ph or Viber/SMS at +63926-462-0868.

For your guidance and strict compliance.

Thank you.

o bt 1 omabns Aads bt AR S Y AP

i 2 Fir, Aguinaldo Bldg. - Motorpool Ares, DepEd Cormplex, Meralco Avenue, Pasig City
s‘l’(‘i?.l’%)ﬁ D : Telephone No.: {02) 6316033; 6332120; 6337254
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: casualtles

©inhfrastructires
b Reports on cla s canwllatmns ancl other announcements from

s sustained

2. Grave administrative and personnel casgs S e b

. a. Reports on sexual harassment
~b.. Reports on corruption. : : S
R Report:s on physxcal a.nd mental abu%c

e 8. Security, health, and safety issues D
A Reports on: health—related outbreak
- Dengue, Malana)

b. Reporta on d1sturbance of peace msld

Vu'al issues and ncerns

Telephone No.. (oz) 6316033; 5332120, 6337254

\g@ @DepEd PH @www.deped gov. ph_’ :
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The Initial Report/Sit
giving a clear picture o
or an incident.

f the What, Who, Whe Where,
WHAT: (briefly describe the incident/situati
WHEN: (state date and time of the incids t/sitaation)

WHERE: (state place of the incident/situation)

WHO: (state who is/are involved) =
" HOW: (briefly state how the incident happene

* Initial reports shallmclude the name of th
name of the DIO relaying the report to RIO/P.

uation Report or SitRep must contain verifie information
and How of a situatiosi - =

Initial Report/FY1 -
WHAT: Fire incident
WHEN: March 5, 2021 asound 8 p.m.

| WHERE: ABC'Elémentéry School

WHERE Sto. Domih‘go, MeXicc:;,’Paﬁ)panga
HOW: At around 3 p.m, school

rushed to inform the school head who then i
help from the barangay center. School perso

the fire from fully consuming the said
adviser and property custodian now acco
report to follt_)w.' I

Example: (sent viaSMS 'bf»Messenger App) B kT

the school utility personnel noticed a smoke coming
Immediately he proceeded and found out that there is a fire in one of th _ R
mmediately notified the fire station and asked |
personnel who were around at that time helped in 1o
stopping the fire by using the water hose. The BFP personnel ' reve RO

\ classroom. School head with the help of concerned |

- Juaﬁ’ Cruz, ’Sché@il Head/Manade Lcon, DIO AA

- coming from Bldg. 1. |
‘of the ¢classrooms. He |- -

artived on time and prevented |

unting for damaged-ﬁ-p'r_opérties_','_‘Fomal"-ihc'i_dent_“‘ LR

‘Address: Matalino St. D.M. Government Center,

Telephone Number: (045)-'sésgssso»tor89; Emai

A

cameate b AAITGT T

‘Maimpis, City qf San Férna}riuc‘id ?) e
| Address: reglona@dgbed.gov.ph -
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‘1. Prepare the formal endorsement lett:

o Enclé_sur,é_ 3:

STEP-BY-STEP PROCESS or;gc(:@@msﬁtﬁé :rn’:_asgvc;bnmmgpm-mm S

. Superintendént’ {through the Division |
: ,necessary attachments The letter mu_ :

.. Upload the scanned coples:of the endorsem .
the Supportmg Documents Tab of the oogle orm,

5. Email the scanned coples of" ‘l:he endp enien ter.
the SDO through the D1v131on lnformatlon Ofﬁc :

PREPARING THE INITIAL REFORT/SITREP

Address Matalino St D: M Govemment Center Ma;mpls, City of San Fernando {P)
" ‘Telephone Number (045) 598-8580 to 89. Emaﬂ Address regions@deped gov ph

L s o T
- corboae Ne. AT
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REGIO

1'8D0 D0 and

e 'Sbhool"»Héad"=-} N 2
S . Lega.l) toRO (RIO__."Z;._ o

Intrusion within |e .SIC SR
the school o ;School Head
premises by - e b
strangers - T o v eeland ]
Sudden collapse | Property Prepare the Incxdent‘_ -'Immedxately
of School = Custodian or ‘I 'Report Form. and: >+ |'SDO: (DIO"and ] PR
Buildings |- . 'DRRM. ¥ -other attachments ‘| Engineer/DRRM |
1. 'Coordihator*if_ BN DT | Focal Person 1f o
~caused by N R f caused by -
-disaster /| disasters).to. RO b
sic | {RI0 and ESSD)
School_Hé" ' i :

‘Gambling inside |» - Guidance
the school- , ‘ Counselor
premises = e vsIC , other attachm

- - |e school Head _ ‘ v

Proliferation of  |e . Guidance _.Prepare the Inc1dent ,Immedmtely
illegal drugs ~ | Counselor .. | Report Formand = '| SDO (DIO and | R
A TP BES) (IR other attachments | Legal) to RO (RIO B
_School Head - | and Legal)
‘sIC . I?repare theﬁlncident Immediately

School Head - .| Report Form'and - SDO (DIO and o
.o |other attachments .| Legal) to, RO"(RIO 5 B

| Violaﬁdﬂ'of No-
Collection policy

e and Legal)

DRRM =+ .| ‘Prepare the Inciclent -] Immediate
Coordinator - Report Form and .+ | SDO (DIO and

s SIC ~'other attachments DRRM Focal - -
School Head,_' A ey

Armed vaonﬂi@t '

~land DRRM_Focal
RN g ey e e e o | Person). :

Errors and e 8IC -+ | Prepare the Incident - ;Immed1ate1y :

complaints le 'School Head = | Report Form and . | SDO (DIO and CID)

relative to self- | - ’ other attachments to RO (RIO and

learning . [ R | g R CLMD)

modules . -~} o ) B i

{Other - . .le SIC. - gPrepare the Inmdent,; “Immedxately _

analogous - |s 'School Head - | Réport Formand *. | SDO (DIO) to RO

incidents ofthe | =~ =~ .. . .0 other attachments | (RI ’~

" Enclosure 2:

, Addtess Matalino St. D.M. Govemment Center; Manmpts, City of San Fernando (P) c ”W' _' s
Telephone Number {045)! 598—8580 to 89; Email Address reguon3@deped BOV. ph " vgi\‘l‘\' Ji B

Soreate Ne AAITOTT
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. NATURE OF INCIDENTS 'I‘HAT NEED TO BE REPORTED TO THE SDO AND RO

'0 SIC

Nature of Personnel-in- T Action to be taken ;Timeframe/ Person
Incident charge for the |- S Sl ,in—charge to..
preparation of -
the report Jy
, A and otherr e BRI AT
Sl attachments |
Fire ‘ Property | Prepare the Incident | Immediately —~ |
Custodlan/&l@/ - Report Formand SDO (DIO) w RO .
‘School Head = other attachments | (RIO) - - -
Theft ¢ Property - | Prepare the Incident Immedxately N
© Custodian Report Form and SDO (DIO) to RO o |
SIC other attachments . (RIO) T
School Head I
Robbery Property - Prepare the Inicidest ”Immedlatel y
Custodian Report Form and 1 SDO (DIO) to,RO
sSIC other attachments | (RIO) -
School Head I . . A
Child Protection |¢ Guidance -} Prepare the Incident | If Child Abu_se ETEREIN S
Issues (this - - Conselor | Report Form-and ‘within 48 hours |
includes crimes ‘e SIC , .| Annexes/Appendices | If Bullying Case ~" -
or prohibited o ‘School Head | provided by DO 40,  |immediately | =
acts committed R 8.2012; DO55 If CAR'and CICL — -
by learners) 1 1'8,2013; and DO 18 - | Immediately :
'8.2015" . | Child Protection
| Focal Person to
7 -1'8DO (DIO and
; “Legal) to RO (RIO o
Death (within = [e SIC ..~ . | Prepare the Incident Immechatje_ly
the schoolor  |e ' School Head - | Report Formand | SDO (DIOand -~
outside the |~ - i vother attachments ‘| Legal) to. RO (RIO o0
school if it : : SR -and Legal) :
happened '
during an -
official school
activity - N P
[Physical s SIC T Prepare the Incxde‘ntf- :Immedxately 1 L
Injuries (other  ls  School Head | Report Form and- - - | SDO (DIO' and |
‘thanasaresult | . . " otherattachmen ‘| Legal) to RO (RIO N DS
of Bullyingor | - - jand Legal) '
| Child ‘Abuse) . 5 G ). e
Claim for School o Property Prepare the Inmdent:: ,Immedx_ately _ : &
Sites = ' ,Custodxan o | Report Formand gl
S | other attachments -

CT w“

- Address: Matalino St. DM Gévérnméhf Centér, Maifmpis,»CIty of San Fernando (P) ; '
Telephone Number: {045).598-8580 to 39;;Email Address: r,egionS@deped.gov.ph

S Confeals No AATTTT
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. Rh.(leNAL MEMORANDUM
No 1 ; s s 2021

STANDARDIZED INCIDENT REPORTIN 138 SCHOOLS DIVISION OFFICES AND
SCHOOLS R

To:  Schools D1v1s1on Supermtendenls _
Divisior Information Officers :
Public Eleméntary and Secondary School Heads
School Information Coordmators

1. ’I‘he DepEd National Communications Framework provides the framework and
process for Crisis Communication to address crisis situations which pose operational

or reputation threat to an institution.

2. In line with our goal to effectively manage an incident or crisis which occurred -

within the premises of schools or DepEd offices, or which involves any personnel of
"DepEd,  this: Office hereby implements the Standardized Incident Reporting of
Schools Division Offices and Schools. For proper guidance, the list of incidents that
need to be reported to the cencemed Schools Division Office and the Regional Office
is provided in the enclosure,

3. All schools division ofﬂces and schoois are tasked to accomplish the Incident
- Report Form online through the link bit.ly/ DepEdIncidentReportForm. The step-by-
‘step process on how to submit the onhne incident report is also attached hereto.

4. Initial report or situation reports. (SitRep) also referred to as Advance

Information for “FYI” purposes should be relayed either through text messaging or
Messenger App following the prescribed template attached within an hour after
discovering the incident before submitting the official incident report. The initial
report shall be submitted by the School Information  Coordinator to the Division
Information Ofﬁcer who shall then notify the Regwnal Office Public Affairs Unit.

. 5. Comphance w1th this Memorandum is desired.

MA B, ECLAR, PhD, CESO III
L | ional Director
Encl.: As stated A

/pau2
June 24, 2021

Enclosure 1:

Address: Matalino St. D.M. Government Center, Méimnis, ley of San Fernando (P) "Wg

Cﬂ'x’«.d{' Ne. AAI726T7 :

:%.

Telephone Number: (045) 598-8580 to 89; Email Address: reglon3@deped.gov.ph Al \ w.’ iR



