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DIGOS CITY DIVISION

Office of the Schools Division Superintendent

DlvlsloN ueMORANDUM
clD-2023.?tr

To                      Assistant schools Division superintendent
Division Chiefs
Public Schools District Supervisors
PlarLning Officer 11
Elementary and Secondary Public School Heads
All Others Concerned

Sut,ject :

D ate      :

ADOFTION OF` THE DEPED ELECTRONIC SCHOOL FORM 7 (Esf7)

September 18, 2023

Herewith are Regional Memorandum AD-2023-188 and DepEd Memorandum
No.  052,   s.  2023  dated  Septembel`  05,  2023  informing  all  the  concerned  DepEd
personnel in the institutionalization of Electronic School Form 7 (esF`7) which provides
a list of school personnel's profile and official duties. One of the purposes of this action
is to maximize its function as a tool in establishing a fair and equitable distribution of
teacher workload.

Anent to this, Public Schools District Supervisors are hereby directed to ensure
the  compliance  of School  Heads  to  this  issuance,  as  the  latter  hold  the  primary
rresponsibility and accountability of this task in adherence to DO 4, s. 2014.

This official electronic form can be dounloaded from httos: / /bit.Iv/esF`7.  The
ddata consolidator template to be used by the Schools Division Offices (SDOs) through
the PlarLning Office is likewise available at the aforementioned online link.

Flirther, this Office reiterates the Department's inherent commitment to protect
and respect its personnel's personal information in various virtual and online school
systems.

For informtion and compliance.

F`or and in the absence of the
Schools Divisioli Supelinlendenl

PETE
Serrior

N C. SENARILLOS
cation Program Spe

Officer-In-Charge
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HnBroHth e!E±±onAHDU]I
AD-2023-188

To       :          Assistant Regional Director
Schools Dividron Supcrintcndents
Chief of Functional Divialon8 - PPRD and AD

Subject:         ADOFT[ON OF THE DEPED ELECTRONIC
SCHOOL, roRM 7 (csF7)

Date   :          Scptmber ] I, 2023

Herewith is   DepEd  Mcznorandum  No.  052,  s.  2023  dated  September 05,
2023 informing all the concerned DepEd per8onlrd in  the institutionalication of
Electronic School Ftrm 7 (cSF7) which provides a list of sehoul personnel's proffle
and Official duties. One of the purposes of this action is to marimizc its function as
a tcol in establishing a fiulr and equjtablc distribution of teacher work]oad.

Anent to this, Schools Division Superintendents arc heretry directed to ensure
the compliance of School Heads to this iseuance,  as the latter hold the primary
respondibhity and accouTltabilfty of this task.

Further,  this  Cmce  rdrerate8  the  Departmcnt'8  inherent  commitment  to
protect and rcspcct its personnd'8 personal infomation in various vinial and online
school systonB.

For infomarion and Strict compliance.

Enclosed: As stated.

REAB/PS/quj
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^ddriess: F. Torres St., Davaa Cfty (8000)
t   telephone I\les: {ce2) 291.1665; |082) 221il47
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papad MEMORAI`IDiIM
Not   052  ,  a,  2023

SEP 8 5 ZB

ADormon op rm BBm fucc"o      SCHOOL pOR]t 7 I.en7)
To:      Undctcecz€taric8

A3edstant Sectctarie9
B`ilcau and Service Dlsectrm
Regional Dif€xfro
Schools Divirion Superinedmts
Public Blelnentrry and Secondary Schoct Heads
All CIthcrs Cont±mfd

I.       DepEd order "o. 4, a. ael4, othcfviac lm-es the Adopti®B ®r Nedffl.4
School r®m. |Bb) br .n hlllc I.neutlry and 8.coodlry 8ch®eb REctfro
"®llBchool I..I aellael..  in8tifutionaliaed the utilization Of the modiGed
fomL8 to simplify  the proccaeing Of vafins school neeords.  thus alwhng public
school  tcacher8 and  8choo]  heeds  to  focus on  the  core  burinees  of cufricutum
dchvery.  One  Of  these  modifrod  foms  is  School  Fofm  7  {SF7)  or  the  8cle®l
fl.I.enael AedpneBt Lid .14 I.11€ Pud., which provides a list Of the school
perconncl'e profile and official duties.

2.        As part of its cmnitment aTtieulated in the MATATAG Agmda to digitizf its
€saential processes, the Depertfrmt of EdueaLion (DepEd| issues the Eefronlc
Bcboel rern 7 |eBF7) to be edgived ty all piblic echool8 eifecthre School Year (SY}
202g+sO24.

3.        The diEitization of the form mardmizc8 its function as a tool in establishing a
fair and equifabk distribution Of teacher tirorlElcad.  Morearver, it Bins to capture
inportant achoul-lenrel infomation crucial in the achievcmcait of Strategic rmridorce
mnagrment altd data-drirm human recoulee decision..malchg.

4.        Additional chta elemezLte.hall be collected and uaBd for the devehptnent of a

=h3:t#££##±¥=sopripri¥¥djnpfi¥ro±atr#i¥e¥Lun¥
prqjcctinn Of eroriiferce tretrdB, and other Significant human T€souroe anabrfec8.

5.        The ®tandardiaed proceca of the clectrmic veeion promotes the principles or
eficicney, fairusse, integrity, and tmnqursney. "ie clectrmic `edon sham reduce
the tine and efroct echool percoanel apend in data entry and records manacenent
without ccmprunising the aceuney, quality, and relinbmty Of the daft+

6.        In adherence to pe 4, 8. cO14. the accompBehment of this electrtmic form is
the prinar]r responritiLfty and aecoaintability Of the atshcol Her.

7.        'This official elecfroric form can  be dowmloaded at b.ttps:i£H£!]£J.`esEZ. The
d&ra  trmeolid&tor tefnplate  to  be  ueed  tBr the  echoole  diviBion  oflhae  (SDOS)  ia
tilrfuse anflabk at the aforementioned onHnc fink.

cepBdcgdpb*I.crfu^;_piqci]p16o0fes3„2o8/~7ae/a632.136]AeGiw5rm6/a63"aco£-n.`]ir.depe.LgprqhL
•`
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8.         in accordance with Rcpublie Act No.10173 or the Data Fhivaey Act of 2012,
the  Department  reiterates  its  inherent  commitment  to  protect  and  respect  its
personnel'8 personal information in various vi-rtual and online school systems. All
persorlal information  collected  Shall  b€  safely  stored  and processed with  utmost
confidentiality. This informatiori  shall only be accessible to authorized personnel
using their official DcpEd account.

9.        The commercialization of the esF7 is higivy discouraged. Teachers, school
heads, and all concerned DcpEd pcrBonnc] including officials from schools division
and regional offlces are cautioned against individuals and groups that may attmpt
to  sell  digitized  copies  Of this  ne`ir  form  as well  as  other  modified  school  forms
released through DO 4, a. 2014 exid DO 58, a. 2017.

10.      For clarifications, kindly coordinate with the Bureau of Human keeottrce
and  Oqgrni=atl®dal  DevetopreatBcbool  Eff.cthene.a  "wleion,  4th  Floor,
Mabini BLLilding, Department of Education Central Office. DapEd Crmp]ex, Meralco
Al'enue, Pasig City through email at b_br_Qd.sedi=I±¢£ped._EOL±!]2b or telephone number
tug) 8633-5397.

11.      Immediate dissemination of this Memorandum is dc8irede

Ey Authority or the Secretary:

erENap:ifeLREE-

Encl.:
As stated

Rctcrence:
DepEd order (Nos. 4, 8. 3014 and 58, 3. 2017)            E

To be indicated in the E§mg±n±al[g±§p
u nder the following sut2iects:

BMPLOYEBS
FO"S
I.Isr
OFFIcus
RECORDS
RULES AND REGULATIONS
SCH001.S

wNi]0. .tr^, wft. 011ta±ke|!±19an of the Pce&ljHHzdHrfu.afhaut Porn ? ]t*F7I
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(Endesure to DepEd Memomndum No.052, s, 2023}

®RIEBAL  tnEE-u Tin Acooim48mrmr oF "E EmBcmo  c
•cnooL Fokii 7 I.ffl7}

I.  ConsiBt]ent with ro 4, L ael4 or the Adopden o/the J4bdgived Schcof Perms /SFts/
for Pubdec Elerm±ritquz) and SeoondqurEi SchL}als REdii!e Ehd Of School Year 2013-
20J4, the ctectmfric School F8fm 7 |esFT) 8hall be accrmpli€hed &t the Bej!enfug
®f the 8ch®ol T.ar q¥efty kyy the 8cboel met. |®B+telchlqg penoabel thall
asei8t the sehoul head in accomplishing the fan.

2.  (n addition to the submission at the BoSY, 8eBlor "P School. shall also sobndt
the updated foHn at the beginning Of the 8.cond  ®ebed.I fThut  ®frdlgL(
Pirio4| to account for the changes in the sutijE:€t &ssigrments.

3.  in case Of personnel movement during the school year, an updated esFT Shall be
Submitted to the "riainn Office.

4.  All eehool personnel,  regrrdleae Of pesition/mture of appchtment, chould be
included in this form. The esF7 automatinlly arrang€3 the school personnel fha
the highe4t ranlc down to the locust. `miEi form allan zahau a€rve as an invenmpr
list Of school personnel.

§.  Dafty Prtxpm portion sham ne8ect the a3sigred godcload Of teaching personnel
including      oubjcet3      taught,      advisory      class      (if     applicatrfe),      and
ancillary/ adm inistrative asrigrmento.

6.  Integrated Schools with the sane School ID chall accomplish only one (i) esF7.
7.  tn the case Of nan-teaching personnel prmriding chafed eerviccg, their infor"tion

Shall be reflected in their -theo .el]®ol only to avoid doubts entry.
8.  In printing the elect"ic fomi, it Shall be autom&tical]y rormatted in a I.€grl or

Fofro sjac trend paper.
9.  The accmptished clectzionic form including both the coft cony {Eircel rue) and the

scanned copr duly signed try the School lfead (PDF ffic} Shall be submitted to the
Division Omoe on or bcrore the fourth Ftiday in the opening Of deescs.


