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Office of the Schools Division Superintendent

DIVISION MEMORAI\lDUM
No. EL, 2024

SUBMISSION OF TEACHER AND CLASS PROGRAMS FOR SY 2024-2025

To:

2.

Assistant Schools Division Superintendent
Chief Education Supervisors (CID and SGOD)
Public Elementary and Secondary School Heads
All Others Concerned

Relative to Memorandum DM-OUHROD-2024-1436 titled "General Process Flow
for esF7 Data Gathering and Report Generation', all pubuc schools are required
to  prepare  their  teacher  and  class  progralns  in  accordance  with  the  time
allotment specified in the MATATAG Curriculum while awaiting the release of the
enhanced Electronic School Form 7 (esF7).

A    copy    of    the    said    documents    shall    be    uploaded    thru    the    link:
url.com 202L1.-2025-Clas on or before August 1, 2024 and

one  (1)  hardcopy  shall  be  submitted  to  the  Records  Office  immediately  for
checking and verification before they are encoded in the esF7.

3.         Schools are  also  advised to  review related issuances  and IEC  materials  in the
esF7 Package folder bit.ly/esF7.

4.         Attached is the copy of the memorandum for your reference.

5.         Immediate disselnination of this
SCH00rs
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urn is desired.

Enclosure/a: as stated
References: BHROD Announceme
To be indicated in the Perpetual ln

ESF7        CLASS PROGRAMS
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OFFICE 0F THE UNDERSECRETARY

IIUMAN RESOURCE AND ORGANIZATIONAL DEVELOPMENT

MEMORANDUM
DM-OUHROD-2024-1436

TO                       :    REGIONAL DIRECTORS

FROM

SUBJECT

DATE

scHOors DlvlsloN supERINTENDENrs
REOIONAI. AND SCHOOLS DIVISION OFFICE
PLAI\INING OFFICERS
PUBLIC ELEMENTARY JIND SECONI)ART SCHOOL HEADS

=:F°REiHc°:CiENED
Regional lltrector
Of f icer-in-Clrarge , Qf f ice Of the Uridersecretory
Human Resource and Organizational Deueloprnerit

GENERAI, pROcEss FLOw FOR rsF7 DATA GATHERING
ANI) REPORT GENERATION

29 July 2024

As  part  of its  ongoing  commitment  to  digitize  essential  processes,  the  Department  of
Education   (DepEd)   has   introduced   the   Electronic   School   Fomi   7   (esF7)   through
Department  Memorandum   52,   s.   2023   (DM   52,   s.   2023).   This  initiative   alms  to
standardize and digitize the SF7 to capture crucial school-level data, facilitating strategic
workforce management, and data-driven human resource decisions.

Since its implementation, the esF7 has been instrumental in collecting data that allows
for detailed analysis of workloaLd distribution and validation of personnel profiles.

In alignment with the guidelines outlined in DM 52, s.  2023 and in preparation for the
Berinning of School Year (BOSY) 2024-2025, this Ofrice, through the Bureau of Human
Resource  and  Organizational  Development  -  School  Effectiveness  Division  (BHROD-
SED),  is  issuing  the  General  Proceee  Flow  for  ®SF7  Data  Gathering  and  Report

=fl£?tc!:rTec/:£eoenf:#afy€!;,Tfisdprre°pC::Sinflg°:fpers°FVI;dedsafae¥[::spur:Cesd:£Sth¥adcfti:etiFn:
effective  data  management,  and  further  guide  the  different  governance  levels  in  the
Department.

For    any    questions    or    concerns,    please    contact    BHROD-SED    via    email    at
bhrod.sed@deped.gov.ph or by phone at (02) 8633-5397.

For your information and appropriate action.

|BFDroD-SRE/L~ro)

F`oom  102,  Rlzal  Buildlng,  DepEd Complex,  Meralco Ave.,  Pasig City 1600

Telephone Mos.: (us32) 86337206, (ts32) 86318494, (+632) 86366549
Emall Address: usec.hrod@deped.gov.ph  I  Website: www.deped.gov.ph

Doc. Ref. Code DMOuHROD



Art:ne]c A: Cieneral Process Flow fior esF7 Data Gathering and Report Cienerci:ton

Geneml Process Flow for the Electronic School F®rm 7 (esF7|
Data Collectlon, Andy818, and Ref.ort GeDeratlon

SCHcOL

Until the 4th Fridcay from
the Qpewi:ng Of Classes

Accomplishes and
submits to the SDO

its esF7 with verified
class program and  .

personal infomation

Before submission,
school personnel
Shall verify the
accuracy of their:
•     Personal

info-tion
•     Workload

SDO-ScOD
Phoning Unit

SDO-ScOD
Pfronlng Unit

Starts on the 5lh week undl the  12th u)eek
from the apen:ing Of classes (8 weeks)

SDO consolidates
esF7 from schools

and checks for
completeness of

school data

SDO submits the
Division Consolidator
Report to the Central

Office through the
BHROD-School

Effectivene ss Division

R.gloml Om.e

RO monitors for
complete submis sion
Of all sDOs.

cO
BEmoD-SED

Starts on the 13th u)eek
from the opening If

clcrsses

Central Office
consofidates, cleans,
and analyzes esF`7

data

Central Ofrice reports
the results of

analysis by end of
Fiscal Year

The General Process flow above shall be broken-down per Major Process in the
different Governance Levels to better guide the Schools, Schools Division Offices,
and Regional Offices on the procedures and timeline of collection, analysis, and
report generation of Electronic School Fomi 7 (esF7) data.



Art:rex A: General Process Flou] fioT esF7 Data Gathering and Report Generation

I.  ACCOMPLISHMENT AND SUBHISSIOM 0F THE esF7 (SCH001, LEVEL)

-)-)-)-I
Bofore the start

Of the school year

a.   Prepare the
school progran*
for the new
school year

Mag be accomplished bofdre the start Of thL3 school year
urLtil the 4th Frida:y froTr. the opening Of c;lasses

a.   Accomplish the
esF7 for the new
school year

Use the school
program as basis
for irqutting the
teaching Load

a.   Verify the
accuracy of the
following
infomation in
the
accomplished
esF7:
•     Personal

infomation
•     Workload*

b.   onceall
infomation is
verified, the
School Head
shall sign and
facilitate the
submission of
esF7.

*School Head and all school personnel may refer to e   sting DepBd issuances on
lcaming areas and time allotments.

Cia or bofoTe the 4th Fridap
frorr. the opening Of classes

a.   Submit to the
SDO-SGOD-
Planning Unit the
accomplished
and verified esF7
in following
fomats:
•   Excel File
•   Signed PDF

Furnish the
SDO-Curriculum
lmplementation
Division (CID)
with a copy of the
signed PDF.

2.  CONSOL[I)AT[ON ANI) SUBMISSION OP esF7 DATA (SI)O AND RO I,EVELS)

Map be corrsalidclted as early as the
first un3ek. Of the rugui school gear

a.   Consoudate submitted esF7

b.   Check the completene8a of school
subhissions

ln case Of incomplete esF7 date, refum
the esF7 to the conoemed school for
appropriate achon.

Division ITO may provide TA in tens of the
installation of the Division consolidator application

and other related concerns.

Starts on the 5th uieek until the  12th u}eek
from the opening Of chasses (8 wee:k.s)

8DO - Dlvi8lon Plandng Offlcera
a.   Submit the Division consolidator

Report to the Central Office through
BHROD-School Effectiveness Division

Mcay submit partial raports until
completion.

RO - Regional Planning Omcere
a.   Monitor the complete submission of all

SDOs.



Arme>c A: Cieneral Process Flow fioT esF7 Data Ga:theTing and Report Generation

3.  ANALYSIS oF esF7 DATA AND REroRT GENERAT[oN (Co I,EVIL)

Sitarts on the 5th week untiL the  1 2th ureek
from the apening Of classes (8 wecks)

a.   Consolidate esF7 data of all Divisions

b.   Process and clean the submitted
reports

BHROD-SED Shall provide Roe with updates on the
submission status for their m®nltollng.

Starts on the 13th uieck]from the ope"ng Of classes unfu
end Of the currerit Fiscal Year

a.   Analyze esF7 data
mvistons mag also analyze their esF7
data.

b.   Report results of analysis by end of
Fiscal Year

BHROD-SED shall provide Regional and
Division-level repolts. DepBd rield offices may utilize

the reports for decision-making purposes.
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