
F€bruery 12, 2021

DIVISION iIETIORANDU
Dirl No. 06& , g. 2021

To:

SUBMISSION OF SCHOOL FOR T

OIC - AlsiEtant Schoola Diyilion Superini€ndonts, SGOD snd CID ChiGfr, Public
Schools Oirtricl SupcrviloE, Public School Hed!, All O{hors Concomed

qryllbtir ol t s Prilr$ircd
De$rtment of €lutrtion

Regior IV-A
SCHOOLS DIVISTON OF QUEZON PROVINCE

As part of the implemenlation of DepEd Order No. 4 B. 20'14 - Adoption of th€ Modifiod School

Forms (SFs) for Public Elementary and Secondary Schools and DepEd Order No. 58, s.2017

- Moption of New School Forms for K, SHS, ALS, Health and Nulrition and Standardization of

lhe P€rman€nt R€cords, public Echool heads ars advised to fumish th€ Division Oftce thru the

School Gov6rnance and Operations Divi8ion - Planning and Research Section a copy of School

Form8 7 for School Yea( 2020-2021.

The schedule of submission is as follows:

Docrm€rt TyFe Subrrilsion tom School to
DiBtIict Officr

Sukrirsion of Consolid.ted
Copiss ftom Distdct Offco to

OiviBion Offica
SFZ - Spreadsheet
(.xls)

March 5, 2021 March 12,2021

SF/ - Hardcopy (in a
lono bond osD6r)

March 5, 2021 March 12,2021

For integrated schools, separated SF7 file and hardcopy shall be prepared for Elementrary,

Junior High and Senior High Schools.

For those offering S€nior High School8, SF7 shallcover lstand zndSEM and shallb€ reflected

in one file^i/orksheet.

Oistricl Supervisors shall provide technical assistance to school heads in determining the

teaching loads and assignments ol public school teach€Is as prescribod in DspEd

DEPEOOUEZOTCTM-SO5-04-00+003

2.

'L

" Cre o ti n g Post lbi I lt le s, I ns p lri n g
Addresi: Sitlo Fori, Brgy. Tallpan, pagbilao, Quezon
rrunkline& (042)784-0366,(042) 784"0164, (042) 784-039

Email Addressr quezon@deped.tov.ph
webCte: www.depedquezon.com.ph

JilLtJ*t
/trvin

on oaff-.X@.t
BY



SE rl,tir ol tre Fl)ilitlitlcs

Dt[8rtmefi of Gturstion
ReBion lV-A

scHooLs DMSIoN oF QUEZOT{ PROVINCE

Memorandum No. 291, s. 2008 aa well as

Elementary to Senior High Schools.

6. l{ there are changes in the school personnel

dats, lhs school can update its SF7 and the

submission to the Division Office.

7. ln the preparation of SF/, please see altached Data Didionary based on D€pEd Ordor NO. 4,

s. 2014 and DepEd Order 58, s. 2017 for guidanc€.

g. All items shall be properly filled-out with necessary data to avoid retum of the said forms.

9. School Heeds may coordinate with the Planning and Research staff fror any lochnical asaislance

8pecially schools wilh bonowed or deiailed p€rsonn€l or oth€r issues.

10. Consolidated hardcopy shall be submitted lhru the Records Sedion for compilation Et the

Planning & Research Offce while the consolidated spreadsheet copies (exc€l)shallbe sent thru

sdo qlezor a,lar,r 1-tjl!i!9pq!Lg!!_p! using the following,ormat

EmailSubject: School turm 7 Name of District
Flle Name: 5F7_ Cu.ri.ular tevel_Dlltrict_Name of School_schoo I lD

Ex.

Emall Subject: School Form 7 A8dangan
File Name:

SF7_Elementary_Agdan8an_Binagbat ES_108945

SF7_JHS_AgdanEan_ Elia5 Salvador NHS_301321
5F7-5HS_Agdangan_Elias Salvador NHS_301321

'11. lndividual echool and incomplele aubmiasion is highly dlscoweged.

12. Vvide dissemination and strict complianca with this Memorsndum is desired.

th6 crmpilation and submission of SF7 of Public

or there is an updat6 on data after the submission

District Oflic€ shall facilitate th€ consolidation and

ELTAS A. ALTCAYA JR., EdlE-
Aasistenl Schools Division Superirhrrdent

Offrc€r - in - Charge '
Offce o, the Schools Division Superinlendent

PannldfiZl2/?(t2l
oEPEOOUEZOn-Lr-SOS{4{09{03

"a"oting Posslb lties, tnspblnq tanovotions"
Address: Sitio Fori, Br8y. Talipan, Pa8bilao, Quezon
Trunlline ft (042) 784"0366, l142l 184-o1u, 1042) 784{391, (042J 784-0321

Enail Add.ers: qu€20n @dep€d.gov. ph
website: www.depedque2on,com,ph

HE



Co& ,nd time: SF7 - School Pcrsonncl A$ignmc Li3t rnd B'sic Profile
Schedule Beginning of School Year

otrer insfuclion: This will used for boh public elernentary and secondary schools. This should be

submitted to tlE oivision ofice 6 attachrnent of GESP/GSSP BoSy ln cas€ ofmovernont of school
nel durino fE school yea, an u0daEd coov ofthis form will be submiH to lhe Division ofrce.

DATA ELE]IENT DESCTmOil
1

,

School lD

Scnoot Vear

A six (6) diqit- number assigned h a school recognized in

EBEIS

The prescribed period of time when schools ofier ddly
insfuclion. lt coversl0 mon$s of regular schooling

stading monh of June {Beginning ol School Year) up h
the monh of March (End of Sclml Year) of the following

vear.

3 School Name Ofrcid narlle 0f school as regisbcd in DepED and EBEIS

4 (A) Nalionaily Funded Teaching
Relatsd ltems (Sunmary TaUe) Ti0e
ol Plentilla Positidn

Teaching and baching'relabd plantlla posilions including

tloso with provisional appointnenE. Tide of Plarflilla as

refec'ted in the PSI-POP and/or appoinhtnt (qeneric,

rt/here applicable). (0nly Personnel actually repffting to
$e school ae h be included.

5 Number of lncumbent The totd number of personnel occupying $e said Planlila
Posfion.

6 (8) Nalionally-Funded NolTeaching
hems

tlon-Teaching Plantilla posiiions approvsd by the
Dopartrnent of Budget and Manag€ment (DBM) whose
posilions arc not engaged in classmom haching but
assist in the delivery of services such as Adminisfative,
Personnel, Supply, Records, Accouniing and o$er
supMroles in the school. I{e of Planlilla as reflected in

lhe PSLPoP andior 4poinfiEnt (generic, wtEfe
applicabh). (only Pe{sonnel tidly repodng b $e
school ae b be included.

7 (C ) Other &pdrtlents and Funding
Sources

Tite of Designation and Nature of Appdnment
Designaton as refrecEd in fie conE*t or other relaEd
documenl -Teeher, CleIk, Driver €tc.;
N€fiire oI Appoinfmnt or Employm€nt Staus reBs h
Conbactual, Substtutr Cas ual/Enrergency, Job

Ordericonfad of Service, Volunber, etc.
ln accorplishing $is column, he designation lite willbe
refecbd frst before fie nature of appoinffl-.nt (Erample:

Teacher - Confacluall
I Number ofTeaching & Non Teaching

lncumbenUs
The btd number of teahing and non-b hing

incumbenls who are not holding plantilla /regular posilion

I Name ofPeGonnel

Sex

Employee's comples name (Last Name, First Narne,

Middle NarE, Nane Extension) a6 reflecled in their
tir$/baplisrnal c$t'ficaE. (&ranq€ descending by
Position)

'10 Employee's sex as reflected in fie bir$/baplismal
cerlifcate

11 Fund Source Narie o, tlie institulion or source lhat finances fie
employrEnt o{ $e panicuE €mployee. Use 'Ndionai"

For Plantilla item posilirlns. oher tund sources may be

SEF Provincid. SEF Municioal. LGU, PTA NGO (soecily



and ot\ers (specify)

12 PositiorrDesig naton The oficialiEm or pos ion assigned b an enployee as

retecGd in te apporrrtrEnt pryer, mntrrl or equivdent
docum8nl sioned bv the aoorovinq autlEritv.

13 Nature of AppointrEntiErployment
Status

Each employee nlay eihsr b€ any ol0E follo.iing :

'- Permanent : a permanent apponhEnt shall be issued

b a person who has met all requiremenb of the
posilion includino fie preBclibed ciyil s€rvi:a eli$bilry.

'- Temporay : issued to a person who IIEeb $e
education, expelhrf,e and fdning requirBmcnb br
the position b which heishe is being appd&d ,

exceptthe appropriate eiigibility.

'- Substitute: uhen the regul incumbeflt ol a posilion is

temporarily unable to perform he dulies of trt€
posilion, as when he/she is on pro{ed leave of
ab6ence, suspensbn, schobship g(ant or
secondmenL A subslituts appoinunent is issued or*y if
the leavs of abG€nce of $e incumbent is at least Uree

(3) monhs except io he case of Eachers.
L. Coterminous siatus : issued to a person whose

entrance and conlinuity ln the servhe is:

. Based on he tust and conndence offE
appointing aulhoritY or head of uniq

. Ccexislent urifi he incumbent

. Limited by fte durdion othe proi€ct

. Ceexbtent wih tE appointee;

. Appdntnenb of personnel under he Foreign-

Assisbd P(,ecb (FAP) shall be cGtsrminus
wi$ $e project

'- Contractud : issr..€d b a person wtm shdl un&rtake
specifc work or iob for a limited perbd ol lime not b
exceed one (1) year

CasualiErErgencyr used only for essential and rEcessdy
seruices where here are not enough regulx statrb rIE€l
the demands of the seoice. These are namdly
ernp-rgency labtrers hired for a pedod nol exceeding six
(6) monfis.
'Job Order/Contr-t of Service

'Volunteer
14 Edmaliond oualificalio n - oeored Highest Educational Attainment

Posl-oraduate

15 Educational Qualification - Maior Area of Specialization,freld of study or specialized traning
16 Educalionai Qualificaion - Mino{

17 Sutiect Taught (include Year E
Seclion) Advisory Class E olher
AssignrEnl (Please Specity)

lndicale subject eas being taught (include

adminisfative/ancillary *signrEntif any). Advisory

class must be included in repoffng bache/s assignmenl,

Assignment of non-teaching personnel shdl dso refect in
his column.

18 Daily Program (time duralion)

- From / to

For Teaclrcrs only. This is $e ddly scheduh oflhe
teacher br the subject aeas he/she handes on a weekly

!E !,Iotd ?ss8!E!_8qr!i' jS l!!!!!bs$. !,€ei for,Cac!



sut[ect area must be reflectd.

't9 Average Te*hing lllinutes per oay Add the btal nurnber of fiinuEs per day lbr each sutjed
aroa and divido by 5 davs.

20 R€rnalds (For Ded€d lbnN,
indicde nane ol schoouoffice)

P licular inbrmaliln abod fio porsonnel (lP, oeded or
dler s0eci6c infumation r€ouircd in tl€ EBEISIHRIS)

21 Nam and Signature of SclEol l-lead Th€ nane and signdlIE ofthe s6hool head who FepaEd
tds form.



Encl03u16 2

Name and Code

PeBon Responsible
lnslruction/s

Drta Elsment DssctiPtion

I School Fom 7 School Personnel Basic Profile and Assignmsnt br Senior High

School(SF7-SHS)
: School Head

; All school pelsonnel regardless of nsture of appoinlment shall be included in his
form. Any movement or reassignment of personnel should be reM€d using

SF7-SHS and submii to the SchoolDivision 0fllce immediately,

llo. DaiN Elamont Descrlption

1 Schod Name Offlcial narn6 of school as registered in DepEd and LIgEBEIS

2 School lD Ofiicial six (6) digit School lD as regisEled in DepEd and LIS/EBEIS

District Name of be Public Schoolg Distdcl where the sdrml is bcated as

creald by DepEd, supervised by a Public Sctools Dbtticl Supervisor

4 Drvision Name of the Schools Division Office where the school is siuahd as

crEated by DepEd, superyised by a Schools Division Supedntendenl

Region Name of fie Regional offce as created by DepEd, headed by a

Regional Director who oveBees tre operation of the Schoob Division

Ollice where the school is siluated

6 School Year Prescrib6d period of lime that schools ofhr daily inslruction covering

l0 to 11 monlhs of rcgular schooling lmm he monh of June

(Beginning of School Year) h the monh of March or Apnl (End ol

School Year) ol fie folowing year

7 Nalionally-Funded

Teaching & Teaching-
Rehted ltems

Summary lable listing the teaching and teaching-related ltems

approved by the Department of Budget and Management (oBM) held

by personnel actually reporting to fie sdtool indicating he tite of
planiilla positions as reflecl€d in the PSI-POP and/or appoinlmenl

{generic, wfiele applicable) and the number ot incumb€nt holding

such items

I Nationally-Funded t'lon-

Teaching lbms
Summary table listing lhe non-teaching itBms ap oved by the

Department of Budget and Management lDBl'4) held by personnol

actually reporting to the school indicating the title ol plantilla posiths
as reflecled in the PSI+OP and/or appointn€nt (generic, vfiele
applicable) and $e numberof incumbenl holding such items.

Personnel holding non-teaching items are not engaged in dassroom

teaching bul assisl in lhe delivery of seryices such as Admjnlslrati'r€,

Personnel, fupply, Records, Accounting, and other support roles in

the school.

I other Appoinlments and

Funding Sources

Summary table listing the designalion and nature ol appointrnent as

reflected in the contract or olher relaled document of peNonnel such

as Teacher, Clerk, Driver, elc. actually rcporting lo the sdlml whose



positions are nol nationally-tunded. Th€ naure of appoinlmenlor

employment slatus rsfurs l0 Coatractual, Substitute,

Casual/Emergency, Job order/contracl of S€ryice, Voluntmr, etc.

The Title of Deslgnation should be reflected lirsl follow€d by he
nature of Appointmenl; the Fund Source suci as Special Education

Fund (SEF), Parenls-Teadlers Association (PTA), Noncovemment

Organization (NGO), elc.; and the Number of lncumbent, indicated

under the mlumn Teaching or Non-Teaching, ',Yhichever 
is

aooroodate.

10 Employee No. [Iay use he employee number being usod for paymenl0l salary or n
lhe absence olemployee lD, Tax ldentifrcation Number (TlN)may be

used

11 Name of School
Personnel

Ananged by position in descending order, this lists lhe employee's

complele name slarting lrom fi€ Last Name, follort€d by he First

Name, Middle Name, and Name Extension as reflecEd in the

Perconal Data Sheet (Form 2'l2) or any relevaot documentary

reouirement submilted by Dersonneldudnq the application floc€€s

S€x Employee's bidogicai category based on reproductive function, eilher

Mal€ or Female, as reflected in tre Personal Data Sheet (Form 212)

or any rebvant doormentary requirement submitted by personnel

durino lhe aDolication process

13 Fund Source Name of ltre inslitutbn or source thal inances lhe employment of lhe
particular employee. Us€ 'National' for planiilla item positions. Olher

tund sources may be'SEF ProYincial", "SEF Municipal', "LGU''

'PTA", or'NGO'. Specrfy

14 PositioniDesignation of{icial item/position assllned to the school employee as rellecbd in

the appoinfnent, mntract and/orequivalenl doorment signed by the

aDDmvino authoritv

15 Naturc o[
AppointmenuEmployment
Status

Oescribes lhe nature of employment or employment status ol each

emolo'/ee based on the followinq:
. Permanent. Appointment issued 1o a p€rson wtlo has met all lhe

requirements outlined in the Qualification Standards for the pcitron

orcmuloated bv lhe Civil Servic€ Commiesion
. Provisional. Appointnent, subiecl to reappointmeni (€newal),

issued to a person who meeb all the requirements of lhe position

exceot Elioibilitv
. Substilute. Appointnent issued to a peaon when fie rogular

incumbent of a position is temporalily unable to perbrm lhe dulies of

the posilion, as v{hen he/she is on approved bavo of abs€nce

mvedng a thre+monlh period, except in the case of teachersl

susoension: scholarshio oranli or secondment
.Colerminous. Appoinlrnent issued to a person whose enlrance and

mntinuiiy in the service is contingent upon the trusl and confidence

of the appointing auttrority or head of unit; m€xistent v{itr the

incumbenti limiled by duratbn 0f the proiect whether il is a Foreign-

$t or otherwise; and/or co4xislent wilh the appointe€.

Aoooinun€nt issued lo a person who shall und€ltake a.Conlractuai.



sp€cific iob dsscripuon br a limited pedod of tirne not to exced one
(1) year. For leaching items, lhis appoinlment is issued to personnel

who shall teadl spechlized subjech in s€condary education on a
part-tirne b6is, lhe inclusive period of which *!all be indicat€d on

th€ aoooinln€nt for ourDoses of cr€ditino servi:es.
. Casual/Emeeency. Appoi0tment issued for essential serybes lor a

period nol exceeding six (6) months in lhe evenl hat tho numb6r o,
rcoula slafi is insufficienl to meet the demands ol the service

. Job Oder/Cofltract of Service

. Volunteer

16 Educalional Qudifi cation Describes the highest educational atbinment of each school
p€Bonnel indicating the specific urderyraduate or po€tgraduate

degree, if @plic$le; trc academic maFr, area ol specialization or
specialized training attended; as y€ll as the academh mimr, if
aDDlicable

17 Subjects Tawht,
Advisory Class & other
Ancillary Assignm€nts

For Eaching peconnel, indlxles tle sjbFcl areas taught, as weil ao

designatbn as Class Advis€r ard otrer adminisfalive/ancilhry
assignmenh (if any) in each sem€ster, For l€trhingi{Blated atd non"

teachhq oersonnel, assiqnmenls a{e dso indicated ln this column.
't8 Grade and Sections For Eaching personnel, pmvides details on the gtade lgvel aad

s€clion to whom h€ d€sionalion refers

19 oaily Prcgram For teaching personnel, proviles details on the daily sdredule fur
each subject taught in a tracustand handled on a wkly basis. The

school day, tlrne duratbn (fromflo), ad htal actual teaching minutes

Der wee* must be indbated in fte aoomDliab column.

20 AYe. Minutes Per Day For teaching personnel, indilales he average number of minuto€

taught in a day, mmpubd by dividing he TotalActual Teading
Minutes Per Week for a oarticular subiect by live (5) dals

Remarks Parlicular information aboul the personnel required in the

EBEIS/EHRIS such as lP {Ethnic Gloup), as riell as additional loads

from JHS (if any) including details on he numberofbehing minutes

Der week


