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1. Pursuant to DepEd Memorandum o. 22 s. 2012, on the Guidelines on the Use of Email 
Service and a DepeEd Unn umbered Memorandum dated September 22, 2015 on the 
Designation of Divis ion IT Office rs as DepEd Email Administrators, the following deadlines 
are set in the deployment ol· DepEd email accounts . We are expecting all permanent 
employees who don ·r have yet the DepEd Email account to register on or before these dates: 

a. Division Office Emplo; ee - October 26, 2015 
b. Secondary School Heads and Designated ICT coordinators - ovember 20, 2015 
c. Elementary School Heads and Designated ICT coordinator - December 18 , 2015 
d. All teachers and school non- teaching staff - February 26, 2016 

2 . Employees will request li.>r new email accounts and password reset through 
https ://depedverify .appspot. co m/ 

3. The Div ision IT Officer will rc:-;pond to the request within 14 calendar days. Once a request 
for new application is appro' ed . the applicant will receive a message through his/her 
alternative email. He/She must go back to the DepEd verification page and type in the exact 
details found in their applicatio n which will also be reflected in the email , to retrieve their 
username and password. 

4 . For password reset request. the applicant will receive a message through his/her alternative 
email account informing himr her of his/her usemame and password. There is no need to go 
back to the verification page. 

5. For reference and guidance 011 the use of this email account, attached is the Enclosure No.2 
to DepEd 1emorandum o. 227 s. 20 12, Guidelines on the Acceptable Use of deped .gov. ph 
accounts. 

6. For more info rmation and/or concerns, please contact the Division Information Technology 
Officer through this email. stephen.pascual@deped.gov.ph. 

7. Immediate dissemination and compliance of this memorandum is desired. 



Enclosure No. 2 to DepEd Memorandum No. 227, s. 2012 

GUIDELINES ON THE ACCEPTABLE USE OF deped.gov.ph ACCOUNTS 

1. Scope 

a. These guidelines cover the u se of a deped.gov.ph email account assigned to 
employees of DepEd. 

b. Where applicable, the stt bstance of this policy shall also cover email 
communications by persou ::-; connected to the Department and acting on its 
behalf. 

2. Core Principles 

a. Use 
Whenever an employee of lkpEd is assigned a deped.gov.ph email account, the use 
of such account for all Oil Iitle official communications is highly encouraged. 

b. Professional Discretion 
1. Considering that al l communications through the deped.gov.ph email 

account are treated a s official representations , exercise of utmost 
professional discre t ion is required specially when sending out to extemal 
parties. 

11. The content of all such communications shall meet the appropriate 
standard in terms of for m (e .g. language, spelling, grammar, punctu ation, 
presentation) , as well 8.s s ubstance. 

c. Protection Against Liability 
1. Appropriate d iscre tion shall be applied at all times in terms of 

representations, claim ::->, an d disclosures made through the deped.gov.ph 
email account. 

11. In the spirit of email r is k awareness and to mitigate possible liability , the 
inclusion of the fo llowing disclaimer in the signature line of all 
communications sen t through the service is automatically included in 
every email: 

"This communicauon may contain confidential or privileged 
information, and is intended solely for the individual or entity to 
whom it is originally addressed. Any disclosure, copying, 
dissemination, or any act ion taken in reliance to it by others, other 
than the intended recipient, is strictly prohibited. The opinions, 
conclusions, and sta tements expressed in this message are those of 
the sender and may not necessarily reflect the views of the 
Department of Edu cation." 

d. Prohibited Use 
1. The deped.gov.ph elllni l account is a government email service obtained 

in the in crest of p ubli c service. Transmission and storage of offensive, 
disruptive, discrimi nato ry, pornographic, profane , abu s ive, libellous, 
derogatory , illegal , and otherwise similar material unbecoming of agents 
of the civil service arc strictly prohibited. 

ii . The email a ccount sha ll not be used in connection with any commercial, 
religious, social, p ol itical, and other similar interests. 



3. 

! I I. Di sc o::;111g confi de ; 
p r oh ib i t('d , u nless 

11. Usc o f t he' acco u: 
co pyrigh ted in fom 
st r11 1gc n t:\· forl>i cld < 

,._ T lw ll l trodu clioll . 
o r I n :l! IA' JJ I ' (' , Inay 11 
I I 1 t () t Ill' Ill' 1 WO !' k i ~; 

1'1 . l ~ ; w ll lllliii·Hiual 1s 
fro:n l 1is or her <>1', 
i n I h1 s p ol icy. 

1\ cce pt u/J/c J>C' rs onal U.'•' 
I. l< e a soll <~bk se 1>1 

l.' IJ tTc s pun d c i Jce is ;1 ,. 

cxpc L·tcd to be ern pi •' 

, d u nd sen sitive p er so n al information I S stri c t ly 
, r equ ired bv duty or u ssign men . 

... access illegal content o r t o access con tent (e. g. 
>ll) 111 a manner t h at v io la tes t he l a w i s li kewise 

:: li o n a l o r o therwise , of anv fo rm of c ompu ter v i rus 
: r o m an emai l a tt ach m ent o r c xtcrn<J l l i n k to <.1 fi le. 

-<> s t 1·i c t ly p rohi b i ted . 

t>o lls i b le fo r any in fonrwli on u r s tatemen t sent ou t 
co un t , m aki n g h i m /he r l iab le for l' iolatio i JS stated 

,,. Jep ed .gov.ph ser v1ce for p er son al electr on ic 

1 't Li b lc . H owever , stricl p r o fession a l disc r et ion i s sti ll 
· : ;Jt a ll Limes . 

11. I t i s rrco rnn Jc n dcd t l ,., personal em ails arc saved i n ; 1 folder sepa r a te from 
w o r k n_·l at<·d e1na i l n .. 

f. C ) // l('r Lun i lu l ions 

i) (' pl•:d sh; lil ,~ ;o; e rc i s c <I< 
m ;Ji r ri;li .. tnd l ll f'Ort l ldt 
th r o tt g l1 I ht· Sl'I'I'I LT. 

Monitoring 
<1. Til e p riV <JC.Y ' J! even 1. 

po l i cv. Suj.Jcr\' ision u· 
pro b<JiJ il' <'il ll st · i n d ic;ll ' 
t!w <k p <·d .grll .p h Sl : 
r q ;ulut iOI IS <IS poss; : 
!/qJed.yuJI. f)/ 1 Sl 'l'Viet •. , I 

IJ. T he iJJdi vi du ;li sh<il l 
l lli'CSl lg;.ui nn ;lll d o f ll1 

. ,.~ge s. 

. <~ o n over the deped. yov .ph accou n t and ove r a l l d a ta, 
t'CLT ived , transmitted . stored , or o t herw ise processed 

.\·1d u<:d user sh a l l be res p ec ted as a s t r ic t general 
.·oun ts sh al l on ly be underta k en upon a finding of 

; I b reach of he safe. p rope r . an d r easonabl e u se o f 
or a vi olat ion o f an y l<1 w o r o th er r u les or 

<:vide n ced by conte n ts processed th r ough t h ~ 

.<·< cr ini n ed by th e Cx ecuti ve Commit t ee (i..'~xcCom ) . 

: !lfonned th a t the accou n w ill ue su bj ec ted for 
· .1son behind it. 

\, 

4. Enforcement 
.1. 1 ~: t lw ei'CII I t h a 111< ,, "h i !J ited ac ts sLa ted in Sec t ion 2 .J of th i s Pol i cy 

c ; u idcil ll<'s o~n · v iul<1t < :orJn<t l complain s may bL: lodged with !he ICT 

admini st raLO r This '" I b e d on e in coor di n at ion w i th Ll 1e appr opri ate 
I )j \ ·i si u l l . l ~ c);io na . ( · , , ; .11 I )epEd legal offi cer agai ns ind ividua l u ser s 
w i Jc tli cr t h L·\· arc ~· d Jnnectcd wi t h DcpEd o r n ot , a nd u pon a 
d c· ; r: r m l ll ii1IOI1 by tilt' .. liT su p er admini s t rato r s th a t th ere i s a p r obab le 

IJ. 

t'<! l l sc to re ly o n th c ,., . I'. <:~ n d verac i ty of th e allegat ion s contained ther ein. 

,\11~' use r i'ou1 Jd to Ill· .. 
<>i ti lt' <i<'f i t 'l/. l jU U.fJ !J , . 

<l l'li011. 1\'i thOtll p rt:j ;. 

rt:!ll ccl i('s .1 s til!' g ru1·1 t ' 

l\ o f violating, i ntent ion ed or o therw ise, th e p o lic ies 
.i ;wcount ser vi ce sh a l l be su bjec t to d i sc ipl inary 

o such o ther civil , adrn i 11 i s tratin:: , <.~ n cl penal 

• ! lw vwla l ion m a y me r i t. 

l·. Thl' sp l'CJfic <ii sc i p l in ;,. <. io 11 to be m eted o u t sh a l l be de t e rm ined by th t: 
r~x c Colll JllCII Jb c r as si) ·:.< ,; a s t. h e ICT Ch airperson , i n con su l t a t i on wi t h th e 
ll ll it h t·ad Of t h~ perSI Ji ... : r:1Ui t . 


