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ORIEITTATIO$ OIr THE IMPLEMEN?ATIOI{ OF DEPED S.IEMOEAI{DIIM I[O.
52, S.2O23, AIIOPTIOI{ OF ?HE DEPED ELECTROS{IC

sCIIOctreaIE 7 (esm|

To: Assistant Schools Division Superintendent
Chief Education Supervisors
Public Elementary and Secondary Schoolheads
All Others Concerned

1. In view of the issued DepEd Memoraadzxn 52, s.2023, titled Adaption of t?rc
Dep&d Etectronic Schaol Form 7 {e SF7}, an orientation of all Public Elementaqr
and Secondary Schoolheads and Admi::istrative Officer trI shall be conducted on
October 2A, 2CI23, at 8:00 ia the morning at MNHS Main Conference Hall.

2. The digitization of the said school form intends to maximize its function as a
tool to establish a fair and equitable distributicn oi teaching workload. In
addition, it airns to capture impartant school-level iaformation cruciai to
achieving strategic workforce manageffieat and data-driven human resource
decision-making.

3. The objectives of the orientation are as fcllows:
2.1 Present the general guidelines stipulated ia tJte DepEd Memorandum;
2.2 lnfarrr' the end-users about the featares of t!:e electronic tool; and
2.3 Provide technical assistance to the nuances in implementation.

4" For queries, please communicate rxrith 1MINNIE $f. PCLI and MARLON V.
SIMINIG, through their Facebook messenger and ceilphone numbers
Og 176506854 and 09088760513, respectively.

5" Wide dissemination of this Memorandurr: is earnestly desired.

Encl; lTone
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No. 052 , s. 2023

ADOPTIO$ OF THE DEPED ELECTRONIC SCHOOL FORllt ? {e$F?f

To: Undersecretaries
Assistant Secretaries
Bureau ald Service Directors
Regional Directors
Schools Division Superintendents
Public Etementary and Secondary School Heads
All Others Concerned

1. DepEd Order No. 4. s. 2014, otherwise knor.rrn as the Adoption of Modtfled
$chool Forms {SFs} for all Public Elementary and Secondary Sehools Effective
Ead-af-$choo1 Year 2AL3-2OL4, instituti.onalized the utilization of the madifi.ed
forms to simptff the processing of various school records, thus allowing public
school teachers and schooi heads to focus on the core business of curriculum
delivery. One of these modified forms is School Form 7 {SF7} or the School
Fersonnel Assignment List and Basic Profile, which provides a list of the school
personnel's profile and official duties.

2. As pa,rt of its commitrnent articulated in the MATATAG Agenda to digitize its
essential processes, the Department of Education {DepEd} issues the Electronic
School Form 7 (eSF7) to be adapted by all public schools effective School Year {SY}
2423*2024_

3. ?he digitization of the form rnaximizes its function as a tool in estal:lishing a
fair a:rd equitable distribution of teacher workload. Moreover, it aims to capture
important schoal-ievel information cruciai in the achievement of strategic workiorce
managernent and data-driven human resource decision-making.

4. Atiditional data elements sha11 be collected and used for the development of a
schooi personnel database. The supplementary information shall strictly be utiliaed
in the identifieation of teacher training ar:C professional development needs,
projection of worklorce trends, and other significant human resource analytics.

5. The standardieed process of the electronic version promotes the principies of
efficiency, fairness, integrity, and transparency. This electronic version shall reduce
the time and effort school personrrel spend in data entry and records management
without compromising the accuracy, qualily, and reliabiiiq5r of the data.

6- In adherence to DO 4, s. 2014, the accomplishment of lhis electronic form is
the primary responsibility ancl accountability of the School Head.

7. This of{icial eiectronic form can be downloaded at htt. s: bit.tr. eSF7. The
data consolidator tempi.ate to be used by the schools division oflices {SDOs} is
likewise avaiiable at the aforementioned oniine link.
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8. In accordance r,vith Republic Act No. i0173 or the Data Prirracy Act of 2072,
the Depa-rtment reiterates its inherent commitment to protect and respect its
personnel's personal information in various virtual and online school systems. Ali
personal inlormation collected shall be safely stored and processed with utmost
confrdentialitv. This infr:rmation shall on15, $. accessible to authorized personnel
i-rsing their official DepEd account.

9. The commercialization of the eSFT is highly discouraged. I'eachers, school
heads, and all concerned DepEd personnel including ofllcials from schoois division
and regional offices are cautioned against individuals ald groups that may attempt
to sell digitized copies of this neur form as well as other modified school forms
released through DO 4, s.2014 and DO 58. s. 2017.

10. For ciarifications, kindly coordinate with the Bureau of Human Resource
and Organizational Development-School Effectiveness Division, 4th Floor,
Mabini Buiiding, Department of Education Central Office, DepEd Complex, Meralco
Ar:enue, Pasig City through email at bhrod.sedl_d,eped.gor1,ilh or telephone number
{o2} B6s3-53q7.

1 f . immediate dissemination of this lvlemorandum rs desired.

By Authority of the Secreta-rv:

GLORIA

Encl.:
As stated

Reference:
DepEd Order (Nos. 4, s. 2014 and 58, s.2OL7l
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1.

(Enclosure to DepEd Memorandum No.052, s' 2023)

GEI{ERAL EUIDELIHES IN THE ACCOMPLISHMEITT OF THE ELECTROHIC
SCHOOL FORI1I ? {eSF?}

consistent with Do 4, s. 2OL4 or the Adoptian af th.e Modified school Fornis fsFsl

for F\blic Elementary and. Secandary Sclnots Effectiue Enrl of School Year 2013-
'2O11,the electronic School For:rn 7 1eSfZl shall be accomplished at the Beglnniag
of the School Year {BoSY) by the School Head' l{on-teeching personnel s]rall

assist the schooi head in accomplishing t1 e form'
In addition to the submissir:n at the BoSY, Senior High Selools shall aiso sutrmii
the updated fcrrm at the beginning of the $econd semester {Third Gradiug

ferioi! to account for the changes in the sufiect assignments.
In case of personnel movemenr cluring the school year, an updated eSFT shall be

submitted t0 the Division Office.
rlll school personnei, regardless of position/nature of appointment, should Lre

included in this forrn. The eSFT automatically aranges the school perscnnel from

the highest rank clown to the lowest' This form shall aiso serve as an inventory
list of schoal Personnel.

5. Daily Program portion shall reflect the assigned workload of teaching personnel- 
inctuAinf subjects taught, advisory class {if applicable}' and

ancilla;'y/ administrative assignment's'
6. Integraied schools with the sa:ne Schooi ID sha11 accomplish only one {1} eSFT'

7. In the case r:f non-teaching personnel providing shared services, their informatign

shall be reflectetl in their mother school only to avoid double entry'

L in printing the eiectronic form, it shall be automatically formatted in a kgal or

Folio size bond PaPer.
g. The accomplished elecronic form including both the soft copy {Excei iile} and the

scanned copy duly signed by the Schooi Head {PDF {11e) shall be submitted to the

Divisiol Office orror before the fourth Friday frorn the opening of classes.
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