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DIVISION MEMORANDUM
No. 0 , 5.2026

02 February 2026

UNIFORMITY ON THE SUBMISSION OF INCIDENT REPORTS

FOR SCHOOLS DIVISION OF QUEZON

To: Assistant Schools Division Superintendents
Division Chiefs
Public Schools District Supervisors
Division Disaster Risk Reduction Management Coordinators
Heads, Public Elementary and Secondary Schools
All Others Concerned

1. In compliance with Regional Memorandum No. 126, s.

2025 and Division

Memorandum No. 173 s. 2024 and to ensure appropriate and prompt actions on

incidents reported by the division and schools, this Office has set the following

guidelines in the submission of incident reports:

Nature of Incident | Person/s Actions to Response Person in-
In-charge be taken time chrage to
for the receive the
preparation incident
of the report
incident
report
Fire School Head | Prepare Immediately -Division
or  School | incident Information
DRRM report Officer (DIO) in
Coordinator coordination to
DRRM SDO
Focal
-Schools
Division
Superintendent
-Regional
Office through
the Regional
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Information
Officer (RIO)
Allegations of School Prepare Immediately -SDO (DIO)
physical, Head incident within 24 -SDS
psychological, and report hours - RO (RIO)
sexual abuse
involving students,
regardless of
whether the
incident occurred
during or outside
school hours.
Fatal accidents or School Prepare Immediately -SDO (DIO)
incidents resulting | Head incident within 24 -SDS
in injury involving report hours - RO (RIO)
learners or
personnel, whether
occurring within or
outside school
premises and
regardless of
whether they
happened during
class or working
hours.
Theft, Robbery, School Prepare Within 24 -SDO (DIO)
trespassing within Head and incident hours -SDS
school premises by | School report - RO (RIO)
strangers, and Property
other related Custodian
incidents
Incidents caused by | School Prepare Within 24 -SDO DIO in
natural disasters Head and incident hours coordination to
such as lightning, School report DRRM SDO
earthquakes, DRRM Focal
tornadoes, etc. Coordinator -SDS
-RIO
Armed Conflict School Prepare Within 24 -SDO DIO in
Head and incident hours coordination to
School report DRRM SDO
DRRM Focal
Coordinator -SDS
-RIO
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Sudden collapsed of | School Prepare Within 24 -SDO DIO in
school buildings Head and incident hours coordination to
School report DRRM SDO
DRRM Focal
Coordinator -SDS
-RIO
Drug-related School Prepare Within 24 -SDO (DIO)
Incidents Head and incident hours -SDS
Guidance report - RO (RIO)
Conselor
Death (within the School Prepare Within 24 -SDO DIO in
school or outside Head and Incident hours coordination to
the shool premises | school report DRRM SDO
if it happened DRRM Focal
during regular class | Coordinator -SDS
hours -RIO
Other related School Prepare Within 24 -SDO (DIO)
incidents Head incident hours -SDS
report - RO (RIQ)

2. All Incident Reports shall be prepared using the prescribed format and shall contain
complete, accurate, and factual information relative to the incident and can be

downloaded at https://bit.ly/DepEd4AlncidentReportTemplate. All Incident Reports

must be submitted via email to floricel.lagos@deped.gov.ph.

3. Supporting documents, photos, or other relevant attachments shall be included, when
applicable.

4. Timely submission of Incident Reports is expected to facilitate prompt validation,
documentation, and appropriate action by the Division Office.

5. For inquiries, you may contact the Division Information Officer at 042-7840366 local
115.

6. Immediate dissemination of this Memorandum is highly desired.

For strict compliance.

ROMMEL C*BAUTISTA, CESO V
Schools Division Superintendentj/ \(

sgoddio/ frl02/ 02/ 2026

DEPEDQUEZON-TM-SDS-04-009-003

DEPARTMENT § (Ji EDUCATION BAGONG PILIPINAS Q

Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Contact No.s: (042) 784-0366 | (042) 784-0164 |

(042) 784-0391 | (042) 784-0321
E-mall Address quezon@deped gov ph




