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SECTION I: OVERVIEW

1" Purpose: The purpose of this College FOI Manua1
(Manual) is to provide the guidelines, process and
procedures in dealing with requests for information
received under Executive Order (E.O.) No. 02 on
Freedom of Information (FOI). Annex ("8")

2. Structure of the Manual: This Manual shall set out
the rules and procedures to be followed by the
ZSCMST management when a request for access to
information is received. The College president is
responsible for all actions carried out under this
Manual and may delegate other Officers for this
responsibility. The College President may delegate a
specific officer to act as the Decision Maker (DM),
who shall have overall responsibility for the initial
decision on FOI requests, (i.e. to decide whether to
release all the records, partially release the records
or deny access).

3. Coverage of the Manual: The Manual shall cover all
requests for information directed to the ZSCMST.

4. FOI Receiving Officer: There shall be an FOI
Receiving Officer (FRO) designated at the ZSCMST.
The FRO shall preferably come from the public
Assistance or Information Office, or its equivalent, of
the College. The FRO sha_ll hold office at ZSCN4ST
Main Campus, Fort Pilar, Zarnboanga City,
Philippines.

The functions of the FRO shall include receiving on
behalf of tlle College all requests for information and
forward the same to the appropriate office who has
custody of the records; monitor all FOI requests and
appeals; provide assistance to the FOI Decision Maker;
provide assistance and support to the public and staff
with regard to FOI; compile statistical information as
required; and, conduct initial eva-luation of the request
and advise the requesting party whether the request will
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be forwarded to the FOI Decision Maker for further
evaluation, or deny the request based on:

a. That the form is incomplete; or
b. That the information is already disclosed in the

ZSCMST's Official Website, foi.gov.ph, or at
data.gov.ph.

The ZSCMST shall
(Annex "C")

assign their respective FROs.

5. FOI Decision Maker: There shall be an FOI Decision
Maker (FDM), designated by the College President,
upon the recommendation of the Human Resource
Management Office or one who is a 3'd Level ranked
officer of the College, who shall conduct evaluation
of the request for information and has the authority
to grant the request, or deny it based on the
following:

d.

a. the ZSCMST does not have the information
requested;

b. the information requested contains sensitive
personal information protected by the Data
Privacy Act of 2Ol2;

c. the information requested falls under the list of
exceptions to FOI; or

the request is a-n unreasonable subsequent
identical or substantially similar request (i.e. pDS,
Emplogment Certifi.cate, Seruice Records, Class
Program schedule, DTR, OPCR, OPER, IC?R, IZER,
NBC doanments, and omong others, from the V?AA,
VPAF, or College Dean and same request from the
HRMO and among other offtces) from the sarne
requesting party whose request has already been
previously granted or denied by the ZSCMST and
the applicant shall be informed of the reason for
such denial.
Central Appeals and Revlew Committee: There
shall be a College appeals ald review committee
composed of at least three (3) officials with a sa1ary
grade of not lower than 24 (SG 24) or its equival.ent,

e.
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designated by the College President to review and
analyze the grant or denial of request of
information. The Committee shall also provide
expert advice to the College President on the denial
of such request.

6. Approval and Denial of Request for Information:
The Decision Maker sha-ll approve or deny all
request of information. In case where the Decision
Maker is on official leave, the College President may
delegate such authority to any Officer not below the
SG 24 or any of its equivalent.

SECTION 2: DEFINITION OF TERMS

The following terms shall be construed in this Manual:

a) CONSULTATION. When a government office locates
a record that contains information of interest to
another office, it will ask for the views of that other
agency on the disclosabilitg of the records before
any final determination is made. This process is
called a " consultetion."

b)data.gov.ph.: The Open Data website that serves
as the government's comprehensive portal for all
public government data that is searchable,
understandable, and accessible.

c) eFOl.gov.ph.: The website that serves as the
government's comprehensive FOI website for all
information on the FOI. Among many other
features, eFOl.gov.ph provides a central resource
for the public to understand the FOI, to locate
records that are already available online, and to
learn how to make a request for information that is
not yet publicly available also promotes agency
accountability for the administration of the FOI by
graphically displaying the detailed statistics
contained in Annual FOI Reports, so that they can
be compared by agency and over time.
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d)EXCBPTIONS. Information that should not be
released and disclosed in response to a FOI request
because they are protected by the Constitution,
laws or jurisprudence (Annex "K").

e) FREEDOM OF INFORMATION (FOI). The Executive
Branch recognizes the right of the peopie to
information on matters of public concern, and
adopts and implements a policy of full public
disclosure of all its transactions involving public
interest, subject to the procedures and limitations
provided in Executive Order No. 2. This right is
indispensable to the exercise of the right of the
people and their organizations to effective and
reasonable participation at all levels of social,
political and economic decision-making.

fJ FOI CONTACT. The narne, address and phone
number at each College's office where you can
make a FOI request

g) FOI REQUEST. A written request submitted to the
different College unit/department/college
personaliy or by email asking for records on any
topic. A FOI request can generally be made by any
clientele or stakeholders of the ZSCMST.

h)FOI RECEIVING OFFICE. The primary contact at
each unit/department/college where the
requesting party can ca-ll and ask questions about
the FOI process or the pending FOI request.

i) FREQUENTLY REQUESTED INFORMATION.
Information released in response to a FOI request
that the agency determines have become or are
likely to become the subject of subsequent requests
for substantially the same records.

j) FULL DENIAL. When the College or any of its
unit/department/college cannot release any
records in response to a FOI request, because, for
example, the requested information is exempt from
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disclosure in its entirety or no records responsive
to the request could be located.

k)FULL GRANT. When the College or any of its
unit/department/coliege office is able to disclose
all records in full in response to a FOI request.

U INFORMATION. Shali mean any records,
documents, papers, reports, letters, contracts,
minutes and transcripts of official meetings, maps,
books, photographs, data, research materials,
films, sound and video recording, magnetic or other
tapes, electronic data, computer stored data, any
other like or simiiar data or materials recorded.,
stored or archived in whatever format, whether
offline or online, which are made, received, or kept
in or under the control and custody of any
government office pursuant to law, executive order,
and rules and regulations or in connection with the
performance or transaction of official business by
any government office.

m) INFORMATiON FOR DISCLOSURE.
Information promoting the awareness and
understanding of policies, prograrns, activities,
rules or revisions affecting the public, government
agencies, and the community and economy. It also
includes information encouraging familiarity with
the general operations, thrusts, and programs of
the government. In line with the concept of
proactive disclosure and open data, these types of
information can already be posted to government
websites, such as data.gov.ph, without need for
written requests from the public.

n)MULTI-TRACK PROCESSING. A system that
divides incoming FOI requests according to their
complexity so that simple requests requiring
relatively minimal review are placed in one
processing track and more complex requests are
placed in one or more other tracks. Requests
granted expedited processing are placed in yet
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another track. Requests in each
processed on a first in/first out basis.

track are

o) OFFICIAL RECORD/S. Shall refer to information
produced or received by a ZSCMST officiai or
employee, or by a government office in an official
capacity or pursuant to a public function or duty.

p)OPEN DATA. Refers to publicly available data
structured in a way that enables the data to be fully
discoverable and usable by end users.

q) PARTIAL GRANT/PARTIAL DENIAL. When the
College or any of its unit/department/college office
is able to disclose portions of the records in
response to a FOI request, but must deny other
portions of the request.

r) PENDING REQUEST OR PENDING APPBAL. An
FOI request or administrative appeal for which a
government office has not yet taken final action in
al1 respects. It captures anything that is open at a
given time including requests that are well within
the statutory response time.

s) PERFECTED REQUEST. A FOI request, which
reasonably describes the records, sought and is
made in accordance with the government office's
reguiations.

t) PERSONAL INFORMATION. Shall refer to any
information, whether recorded in a material form
or not, from which the identify of an individual is
apparent or can be reasonably and directly
ascertained by the entity holding the information,
or when put together with other information would
directly and certainly identify an individual.

u)PROACTIVE DISCLOSURE. Information made
publicly available by the College without waiting for
a specific FOI request. Government agencies now
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post on their websites a vast amount of materia-l
concerning their functions and mission.

V) PROCESSED REQUEST OR PROCESSED APPEAL.
The number of requests or appeals where the
College has completed its work and sent a final
response to the requester.

w)PUBLIC RECORDS. Shall include information
required by laws, executive orders, rules, or
reguiations to be entered, kept, and made publicly
available by the College unit/department/college
office.

x) RECBIVED REQUEST OR RBCEIVED APPEAL. An
FOI request or administrative appeal that an
agency has received within a fiscal year.

y) REFERRAL. When a government office locates a
record that originated with, or is of otherwise
primary interest to another agency, it will forward
that record to the other agency to process the
record and to provide the final determination
directly to the requester. This process is called a
"referra-l."

z) SENSITIVE PERSONAL INFORMATION. As defined
in the Data Privacy Act of 201,2, shall refer to
personal information:

(1) About an individual race, ethnic origin, marital
status, age, color, and religious philosophical or
political affiliations;

(2) About an individual health, education, genetic or
sexua-l life of a person, or to any proceedings for
any offense committed or alleged to have
committed by such person, the disposal of such
proceedings or the sentence of any court in such
proceedings;

(3) Issued by government agencies peculiar to an
individual which includes, but not limited to,
social security numbers, previous or current
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health records, licenses or its deniais,
suspension or revocation, and tax returns; and

(4) Specifically established by an executive order or
an act of Congress to be kept classified.

aa) SIMPLE REQUEST. A FOI request that an
agency anticipates will involve a small volume of
material or which will be able to be processed
relatively quickly.

SECTION 3. PROTECTION OF PRIVACY

While providing for access to information, the College
shall afford full protection to a person's right to privacy,
as follows:

a. The College shall ensure that personal information,
particularly sensitive personal information, in its
custody or under its control is disclosed only as
permitted by existing laws;

b. The College shall protect personal information in
its custody or under its control by making
reasonable security arrangements against
unauthorized access, leaks or premature
disclosure;

c. The FRO, FDM, or arly employee or official who has
access, whether authorized or unauthortzed, to
personal information in the custody of the College,
shall not disclose that information except as
authorized by existing laws.

SECTION 4. STANDARD PROCEDURE

The College shall adopt the Request for Records
procedures embodied in the Coliege Procedures Manua,l
(See Annex "D" for the Flow Chart). It also adheres to
the Confidentiality Protocol Policy (Annex "8") of the
College that was approved through Administrative
Council Resolution No. 17, s. 2OL2 (Annex "F") and
Board of Trustees Resolution No. 15, s. 2012 (Annex
"G") respectively.
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1. Receipt of Request for Information.

i.1 The FOi Receiving Officer (FRO) upon receipt
of the request for information from the
requesting party shall check compliance of the
following requirements:

a. The request must be in writing using the
prescribed form (See Annex "H');

b. The request shall state the name and contact
information of the requesting palty, as well as
provide valid proof of identification or
authorization; and

c. The request shall reasonably describe the
information requested, and the reason for, or
purpose of, the request for information.

The request can be made through email, provided
that the requesting pafty shall attach in the emaii a
scanned copy of the FOi application request, and a copy
of a duly recognized government ID with photo.

.2 In case the requesting party is unable to make
a written request, because of illiteracy or due
to being a person with disability, he or she may
make an oral request, and the FRO shall
reduce it in writing.

3 The request shall be stamped received by the
FRO, indicating the date and time of the
receipt of the written request, and the narne,
rank, title and position of the public officer
who actually received it, with a corresponding
signature and a copy furnished to the
requesting party. In case of email requests, the
email shall be printed out and shall follow the
procedure mentioned above, and be
acknowledged by electronic mail. The FRO
shall input the details of the request on the
Request Tracking System and allocate a
reference number.

1

1
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L.4 The College must respond to requests
promptiy, within the fifteenth (15) working day
following the date of receipt of the request by
the FRO or any designated Coliege Official
concerned. A working day is any day other
than a Saturday, Sunday or a day which is
declared a national public holiday in the
Philippines. In computing for the period, Art.
13 of the New Civil Code shall be observed.

The date of receipt of the request will be
either:

a. The day on which the request is
physically or electronically delivered or
received by the FRO or any designated
College Official to the government office, or
directly into the email inbox of the FRO or
any designated College Official; or
b. If the College has asked the requesting
party for further details to identify and
locate the requested information, the date
on which the
received.

necessary clarification is

An exception to this wiil be where the request
has been emailed to an absent member of
staff. Where this is the case, the date of receipt
willbe the day the request arrives in the inbox
of that contact.

Should the requested information need further
details to identify or locate, then the 15
working days will commence the day after it
receives the required clarification from the
requesting party. If no clarification is received
from the requesting party after sixty (60)
calendar days, the request shall be closed.

In addition to the above provision, Please see Annex
"D" for the process.

roBe J,, Ul ):,
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2. Initial Evaluation. After receipt of the request for
information, the FRO shall evaluate the contents of the
request.

2.1. Requested information is not in the custody of
the College: If the requested information is not
in the custody of the College or any of its
offices, following referral and discussions with
the FDM, the FRO shall undertake the
following steps:

If the records requested refer to another
Unit/Department/Co11ege, the request will be
immediately transferred to such appropriate
Unit/Department/College through the most
expeditious manner and the transferring office
must inform the requesting party that the
information is not held within the 15 working
day limit. The 15 working day requirement for
the receiving office commences the day after it
receives the request.

If the records refer to an office not within the
coverage of E.O. No. 2, the requesting party
shall be advised accordingly and provided with
the contact details of that office, if known.

2"2. Requested information is already posted and
available on-line: Should the information
being requested be already posted and
publicly available in the College website,
data.gov.ph or foi.gov.ph, the FRO shall inform
the requesting party of the said fact and
provide them the website link where the
information is posted.
Requested information is substantialiy similar
or identical to the previous request: Should
the requested information be substantially
similar or identical to a previous request by
the sarne requester, the request shall be
denied. However, the FRO shall inform the
applicant of the reason of such denial.

2.3.
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3. Transmittal of Request by the FRO to the College
Unit/Department/College Concerned: After receipt of
the request for information, the FRO shall evaluate the
information being requested, and notify the
Unit/Department/College concerned of such request.
The copy of the request shal1 be forwarded to the
Unit/Department/College within one (1) day from
receipt of the written request through letter of
endorsement/referral The FRO shall record the date,
time and neune of the Unit/Department/College
Director/Head and/or official and/or staff who received
the request in a record book with the corresponding
signature of acknowledgement of receipt of the request.

4. Role of FDM in processing the request: Upon
receipt of the request for information from the FRO, the
Unit/Department/College shall assess and clarify the
request if necessary. The officer/personnel processing
the request sha-llmake all necessary steps to locate and
retrieve the information requested. Once completed, the
information shall be forwarded to the assigned FDM for
review and approval of release. The
Unit/Department/College shall ensure that the
complete information requested be submitted to the
FRO within 10 days upon receipt of such request.

The FRO shall note the date and time of receipt of the
information from the FDM and report to the College
President or the designated officer, in case the
submission is beyond the 1o-day period.

If the FDM needs further details to identify or locate the
information, he shall, through the FRO, seek
clarification from the requesting party. The clarification
shall stop the running of the 15 working day period and
will commence the day after it receives the required
clarification from the requesting party.

If the FDM determines that a record contains
information of interest to another office, the FDM sha,li
consnlt with the Unit/Department/College concerned
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on the disclosability of the records before making any
final determination.

5. Role of FRO to transmit the information to the
requesting party: Upon receipt of the requested
information from the FDM, the FRO shall collate and
ensure that the information is complete. He shall
attach a cover/transmittal letter signed by the College
President or the designated officer and ensure the
transmittal of such to the requesting party within 15
working days upon receipt of the request for
information.

6. Request for an Extension of Time: If the
information requested requires extensive search of the
government's office records facilities, examination of
voluminous records, the occurrence of fortuitous events
or other analogous cases, the FDM should inform the
FRO.

The FRO shall inform the requesting party of the
extension, setting forth the reasons for such extension.
In no case shall the extension exceed twenty (20)
working days on top of the mandated fifteen (15)
working days to act on the request, unless exceptional
circumstances wa-rrant a longer period.

7. Notice to the Requesting Party of the
Approval/Denial of the Request: Once the FDM
approved or denied the request, he shall immediately
notify the FRO who shall prepare the response to the
requesting party either in writing or by electronic mail.
All actions on FOI requests, whether approval or denial,
shall pass through the College President or his
designated officer for final approval.

8. Approval of Request: In case of approval, the FRO
shall ensure that all records that have been retrieved
and considered be checked for possible exemptions,
prior to actual release. The FRO shall prepare the letter
or email informing the requesting party within the
prescribed period that the request was granted and be
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directed to pay the applicable fees, if any. All unclaimed
requests after fifteen (15) working days from the agreed
date of pick-up shali be disposed accordingly.

9. Denial of Request: In case of denial of the request
wholly or partially, the FRO shall, within the prescribed
period, notify the requesting party of the denial in
writing. The notice sha,lI clearly set forth the ground or
grounds for denial and the circumstances on which the
denial is based. Failure to notify the requesting party of
the action taken on the request within the period herein
provided shall be deemed a denial of the request to
information. A1l denials on FOI requests shall pass
through the Coilege President or to his designated
officer.

SECTION 5. REMEDIES IN CASE OF DENIAL

A person whose request for access to information has
been denied may avail himself of the remedy set forth
below:

1. Administrative FOI Appeal to the Coliege
Appeals and Review Committee: Provided, that
the written appeal must be filed by the sarne
requesting party within fifteen (15) calendar
days from the notice of denial or from the lapse
of the period to respond to the request.

a Denial of a request may be appealed by filing
a written appeal to the College's Appeals and
Review Committee within fifteen (15)
calendar days from the notice of denial or
from the lapse of the period to respond to the
request.
The appeal shall be decided by the College
President upon the recommendation of t1:e
College Appeals and Review Committee
within thirty (30) working days from the
filing of said written appeal. Pailure to decide
within the 30-day period sha1l be deemed a
denial of the appeal.

b
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2. Upon exhaustion of administrative FOI appeal
remedies, the requesting party may file the
appropriate judicial action in accordance \Mith
the Rules of Court.

SECTION 6. REQUEST TRACKING SYSTEM

The College shall establish a system to trace the status
of all requests for information received by it, which may
be paper-based, on-line or both.

SECTION 7. FEES

3. No Request Fee. The College shal1 not charge any
fee for accepting requests for access to information.

Reasonable Cost of Reproduction and Copying
of the Information: The FRO shalt immediately
notify the requesting party in case there shall be a
reproduction and copying fee in order to provide the
information. Such fee shall be the actual amount
spent by the College in providing the information to the
requesting party. The schedule of fees shall be posted
by the College (please see Annex "J").

SECTION 8. A.DMINISTRATIVE LIABILITY

1. Non-compliance with FOI. Failure to comply with the
provisions of this Manual shall be a ground for the
following administrative penalties:

a. 1st Offense - Reprimand;
b. 2nd Offense - Suspension of one (1) to thirty (30)

days; and
c. 3rd Offense - Dismissal from the service.

4
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2. Procedure. The Revised Rules on Administrative Cases
in the Civil Service shall be applicable in the disposition
of cases under this Manual.

3. Provisions for More Stringent Laws, Rules and
RegUlations. Nothing in this Manual shall be
construed to derogate from any law, any rules, or
regulation prescribed by anybody or agency, which
provides for more stringent penalties.

,N/TII A\/E-T I.TE- A r)-I\IATAPIr) E'/{ NM\rv, ,Js.,/.

College President
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ANNEX "A'

ror FREQUENTLY ASKED QUESTTONS (rAQ)

F lurnonucTtoN To FOI

/ What is POI?

Freedom of Information (FOI) is the government's
response to the call for transpa-rency and fu1l pubiic
disclosure of information. FOI is a government
mechanism which aflows Filipino citizens to request any
information about the government transactions and
operations, provided that it shall not put into jeopardy
privacy and matters of national security.

The FOI mechanism for the Executive Branch is enabled
via Executive Order No. 2, series of 2016.

/ What is Executive Order No. 2 S. 2016?

Executive Order No. 2 is the enabling order for FOI. EO
2 operationalizes in the Executive Branch the People's
Constitutional right to information. EO 2 also provides
the State policies to full public disclosure and
transparency in the public service.

EO 2 was signed by President Rodrigo Roa Duterte on
July 23, 2016.

/ Who oversees the implementation of EO 2?

The Presidential Communications Operations Office
(PCOO) oversees the operation of the FOI program.
PCOO serves as the coordinator of all government
agencies to ensure that the FOI program is properly
implemented.

} MIruruc A REGIUEST

/ Who can make an FOI request?
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Any Filipino citizen can make an FOI Request. As a
matter of policy, requestors are required to present
proof of identilication.

/ What can I ask for under EO on FOI?

Information, official records, public records, and,
documents and papers pertaining to official acts,
transactions or decisions, as well as to government
research data used as basis for policy development.

What agencies can we ask information from?

An FOI request under EO 2 can be made before all
government offices under the Executive Branch,
including government owned or controlied corporations
(GOCCs) and state universities and colieges (SUCs).

POI requests must be sent to the specific agency of
interest, to be received by its respective Receiving
Officer.

r' How do I make an FOI request?

a. The requestor is to fill up a request form and
submits to the agency's Receiving Officer. The
Receiving Officer shall validate the request and logs
it accordingly on the FOI tracker.

b.If deemed necessary, the Receiving Officer may
clarify the request on the same day it was filed,
such as specifying the information requested, and
providing other assistance needed bv the
Requestor

c. The request is forwarded to the Decision Maker for
proper assessment. The Decision Maker shatl
check if the agency holds the information
requested, if it is already accessible, or if the
request is a repeat of any previous request.

d. The request shall be forwarded to the officials
involved to locate the requested information.
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e. Once all relevant information is retrieved, officials
will check if any exemptions apply, and will
recommend appropriate response to the request.

f. If necessary, the head of the agency shall provide
clearance to the response.

g. The agency shall prepare the information for
release, based on the desired format of the
Requestor. It shall be sent to the Requestor
depending on the receipt preference.

You will be receiving a response
denying your request.

either granting or

if the request is granted, the information requested wiil
be attached, using a format that you specified.
Otherwise, the agency will explain in writing why the
request was denied.

/ How long will it take before I get a response?

It is mandated that all replies shall be sent fifteen (15)
working days after the receipt of the request. The agency
will be sending a response, informing of an extension of
processing period no longer than twenty (20) working
days, should the need arise.

What if I never get a response?

If the agency fails to provide a response within the
required fifteen (15) working days, the Requestor may
write an appeal letter to the College Appeals and Review
Committee within fifteen (15) working days from the
lapse of required response period. The appeal shall be
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There are no fees to make a request. But the agency may
charge a reasonable fee for necessarlr costs, including
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decided within thirty (30) working days by the College
Appeals and Review Committee.

If all administrative remedies are exhausted and no
resolution is provided, requestors may file the
appropriate case in the proper courts in accordance
with the Rules of Court.

/ What will happen if my request is not granted?

If you are not satislied with the response, the Requestor
may write an appeal letter to the College Appea-ls and
Review Committee within fifteen (15) working days from
the lapse of required response period. The appeal shal1
be decided within thirty (30)working days by the College
Appeals and Review Committee.

If all administrative remedies are exhausted and no
resolution is provided, requestors may file the
appropriate case in the proper courts in accordance
with the Rules of Court.
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ANNEXB

MALACANANG PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES

EXECUTIVE ORDER NO. 02

OPERATIONALIZING IN THE EXECUTTVE BRANCH THE PEOPLP'S
CONSTITUTIONAL RIGHT TO II{FORMATION AND THE STATE
POLICIES TO FULL PUBLIC DISCLOSURE AND TRANSPARENCY IN
THE PUBLIC SERVICE AND PROVIDING GUIDELINES THEREFOR

WHEREAS, pursuant to Section 28, Article II of the 1987 Constitution, the
State adopts and implements a policy of full public disclosure of ali its
transactions involving public interest, subject to reasonable conditions
prescribed by 1aw;

WHER"EAS, Section 7, Article iII of the Constitution guarantees the right
of the people to information on matters of pubiic concern;

WHEREAS, the incorporation of this right in the Constitution is a
recognition of the fundamental roie of free and open exchange of
information in a democracy, meant to enhance transparency and
accountabiiity in government official acts, transactions, or decisions;

WHER"EAS, the Executive Branch recognizes the urgent need to
operationalize these Constitutional provisions;

WHEREAS, the President, under Section 17, Article VII of the
Constitution, has control over all executive departments, bureaus and
offices, and the duty to ensure that the laws be faithfully executed;

WHEREAS, the Data Privacy Act of 2012 (R.A. 10173), including its
implementing Rules and Regulations, strengthens the fundamental
human right of privacy, and of communication while ensuring the free flow
of information to promote innovation and growth;

NOW, THEREFORE, I, RODRIGO ROA DUTERTE, President of the
Philippines, by virtue of the powers vested in me by the Constitution and
existing laws, do hereby order:

SECTION 1. Deflnition. For the purpose of this Executive Order, the
following terms shall mean: (a) "lnformation" sha1l mean any records,
documents, papers, reports, letters, contracts, minutes and transcripts of
official meetings, maps, books, photographs, data, research materials,
films, sound and video recording, magnetic or other tapes, electronic data,
computer stored data, any other iike or simiiar data or materials recorded,
stored or archived in whatever format, whether offline or online, which are
made, received, or kept in or under the control and custody of any
government office pursuant to law, executive order, and ru jes and
regulations or in connection with the performance or transaction of official
business by any government office. (b) "Official record/records" shall refer
to information produced or received by a public officer or empioyee, or by
a goverfiment office in an official capacity or pursuant to a public lunction
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or duty. (c) "Public record/records" shall include information required by
laws, executive orders, rules, or regulations to be entered, kept and made
publicly available by a government office.

SECTION 2. Coverage. This order shali cover ali government offices under
the Executive Branch, including but not limited to the national
government and all its offices, departments, bureaus, offices, and
instrumentalities, inciuding government-owned or -controlled
corporations, and state universities and co1leges. Local government units
(LGUs) are encouraged to observe and be guided by this Order.

SECTION 3. Access to informatlon. Every Filipino shall have access to
information, official records, public records and to documents and papers
pertaining to official acts, transactions or decisions, as well as to
government research data used as basis for policy development.

SECTION 4. Exception. Access to information sha11 be denied when the
information fa11s under any of the exceptions enshrined in the
Constitution, existing iaw or jurisprudence.

The Department of Justice and the Office of the Solicitor General are
hereby directed to prepare an inventory of such exceptions and submit the
same to the Office of the President within thirty (30) calendar days from
the date of effectivity of this Order.

The Office of the President shall thereafter, immediately circularize the
inventory of exceptions for the guidance of all government offices and
instrumentalities covered by this Order and the general public.

Said inventory of exceptions shall periodically be updated to properly
reflect any change in existing law and jurisprudence and the Department
of Justice and the Office of the Solicitor General are directed to update the
inventory of exceptions as the need to do so arises, for circularization as
hereinabove stated.

SECTION 5. Availabillty of SALN. Subject to the provisions contained in
Sections 3 and 4 of this Order, all public officials are reminded of their
obligation to file and make available for scrutiny their Statements of
Assets, Liabilities and Net Worth (SALN) in accordance with existing 1aws,
rules and regulations, and the spirit and letter of this Order.

SECTION 6. Applicatlon and Interpretation. There shall be a legal
presumption in favor of access to information, public records and official
records. No request for information shall be denied unless it clearly fa11s
under any of the exceptions listed in the inventory or updated inveniory of
exceptions circularized by the Office of the president provided in the
preceding section.

The determination of the applicability of any of the exceptions to the
request shall be the responsibility of the Head of the Office which is in
custody or control of the information, public record or official record, or
the responsible central or field officer duly designated by him in writing.

In making such determination, the Head of the Of{ice or his designated
officer shall exercise reasonable diligence to ensure that no exception shall
be used or availed of to deny any request for information or access to
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public records, or official records if the denial is intended primarily and
purposely to cover up a crime, wrongdoing, graft or corruption.

SECTION 7 . Protection of Privacy. While providing access to
information, public records, and official records, responsible officials shall
afford fu1l protection to the right to privacy of the individual as follows:
(a) Each government office per Section 2 hereof shall ensure that personal
information in its custody or under its controi is disciosed or released only
if it is material or relevant to the subject-matter of the request and its
disclosure is permissibie under this order or existing 1aw, ruies or
regulations;
(b) Each government ofiice must protect personal information in its
custody or control by making reasonable security arrangements against
leaks or premature disclosure of personal information which unduiy
exposes the individual whose personal information is requested, to
vilification, harassment or any other wrongful acts.
(c) Any employee, official or director of a government office per Section 2
hereof who has access, authorized or unauthorized, to persona-1
information in the custody of the office, must not disciose that information
except when authorized under this order or pursuant to existing laws,
rules or regulation.

SECTION 8. People's Freedom to Information (FOI) Manual. For the
effective implementation of this Order, every government office is directed
to prepare within one hundred twenty (120) calendar days from the
effectivity of this Order, its own People's FOI Manual, which sha11 inciude
among others the following provisions:

(a) The location and contact information of the head, regional, provincial,
and field offices, and other estabiished piaces where the public can
obtain information or submit requests;

(b) The person or office responsible for receiving requests for information;
(c) The procedure for the filing and processing of the request as specified

in the succeeding section B of this Order.
(d) The standard forms for the submission of requests and for the proper

acknowledgment of requests;
(e) The process for the disposition of requests;
(f) The procedure for the administrative appeal of any denial for access to

information; and
(g) The schedule of applicable fees.

SECTION 9. Procedure. The following procedure shall govern the filing
and processing of request for access to information:

(a) Any person who requests access to information shall submit a written
request to the government office concerned. The request sha1l state the
name and contact information of the requesting party, provide vaiid
proof of his identification or authorization, reasonably describe the
information requested, and the reason for, or purpose of, the request
for information: Provided, that no request shall be denied or refused
acceptance unless the reason for the request is contrary to iaw, existing
rules and regulations or it is one of the exceptions contained in the
inventory or updated inventory of exception as hereinabove provided.

(b) The public official receiving the request shall provide reasonable
assistance, free of charge, to enable, to enable all requesting parties
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and particularly those with special needs, to comply with the request
requirements under this Section.

(c) The request shall be stamped by the government office, indicating the
date and time of receipt and tl.e name, rank, title and position of the
receiving public officer or employee with the corresponding signature,
and a copy thereof furnished to the requesting party. Each government
office shall establish a system to trace the status of all requests for
information received by it.

(d) The government office shall respond to a request fu11y compliant with
requirements of sub-section (a) hereof as soon as practicable but not
exceeding {ifteen (15) working days from the receipt thereof. The
response mentioned above refers to the decision ofthe agency or office
concerned to grant or deny access to the information requested.

(e) The period to respond may be extended whenever the information
requested requires extensive search of the government office's records
facilities, examination of voluminous records, the occurrence of
fortuitous cases or other analogous cases. The government office sha1l
notify the person making the request of the extension, setting forth the
reasons for such extension. In no case shall the extension go beyond
twenty (20) working days unless exceptionai circumstances warrant a
longer period.

(f) Once a decision is made to grant the request, the person making the
request shall be notified of such decision and directed to pay any
applicable fees.

SECTION 10. Fees. Government offices shall not charge any fee for
accepting requests for access to information. They may, however, charge
a reasonable fee to reimburse necessary costs, including actual costs of
reproduction and copying of the information required, subject to existing
rules and regulations. In no case shall the applicable fees be so onerous
as to defeat the purpose of this Order.

SEC"ION 11. Identlcal or Substantlally Slmllar Requests. The
government office shall not be required to act upon an unreasonable
subsequent identical or substantially similar request from the same
requesting party whose request from the same requesting party whose
request has already been previously granted or denied by the same
government office.

SECTION 12. Notlce of Denlal. If the government office decides to deny
the request, in whole or in part, it shall as soon as practicable, in any case
within fifteen (15) working days from the receipt of the request, notify the
requesting party the denial in writing. The notice shall clearly set forth the
ground or grounds for denial and the circumstances on which the deniai
is based. Failure to notify the requesting party of the action taken on the
request within the period herein stipulated shal1 be deemed a denial of the
request for access to information.

(a) SECTION 13. Remedles ln Cases of Denlal of Request for Access to
Informatlon.
{a) Denial of any request for access to information may be appealed to
the person or office next higher in the authority, following the procedure
mentioned in Section 7 (f) of this Order: Provided, that the written
appeal must be filed by the same person making the request within
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fifteen (15) working days from the notice of denial or from the lapse of
the relevant period to respond to the request.

(b) The appeal be decided by the person or office next higher in authorify
within thirty (30) working days from the filing of said written appeal.
Failure of such person or office to decide within the afore-stated period
shall be deemed a denial of the appeal.

(c) Upon exhaustion of administrative appeal remedies, the requesting
part may file the appropriate case in the proper courts in accordance
with the Rules of Court.

SECTION 14. Keeplng of Records. Subject to existing laws, rules, and
regulations, government offices shall create and/or maintain accurate and
reasonably complete records of important information in appropriate
formats, and implement a records management system that faciiitates
easy identification, retrieval and communication of information to the
public.

SECTIOIT 15. Admlnlstrative Ltability. Failure to comply with the
provisions of this Order may be a ground for administrative and
disciplinary sanctions against any erring public officer or empioyee as
provided under existing laws or regulations.

SECTION 16. Implementlng Detalls. A11 govemment offices in the
Executive Branch are directed to formulate their respective implementing
details taking into consideration their mandates and the nature of
information in their custody or control, within one hundred twenty (120)
days from the effectivity of this Order.

SECTIOMT. Separability Clause. If any section or part of this Order is
held unconstitutional or invalid, the other sections or provisions not
otherwise affected shall remain in full force or effect.

SECTION 18. Repealing Clause. A11 orders, rules and regulations,
issuances or any part thereof inconsistent with the provisions of this
Executive Order are hereby repealed, amended or modiiied accordingly:
Provided, that the provisions of Memorandum Circular No. 78 (s. 1964),
as amended, shall not be deemed repealed pending further review.

SEiCTIOil 19. Effectlvtty. This Order shall take effect immediately upon
publication in a newspaper of general circulation.

DONE, in tJle City of Manila, this 23rd day of July in the year of our Lord
two thousand and sixteen.

(Sgd.) RoDRIGo RoA DUTERTE
President of the Philippines

By the President:
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FOI Receiving Ofllcer

Annex ttCtt

Name of
Office/

Department/
Unit

Location of FOI/
Receiving Office Contact Details

Assigned FOI
Receiving

Officer

Zamboanga
State Coliege

of Marine
Sciences and
Technologz

ZSCMST Main
Campus, Fort

Pilar, Zamboanga
City, Philippines,

7000

Tei. No.:
(062) 99t-0777

Mobile No.:

Mr. / Ms. :

DANILO P.
CORTEZA, DPA
OIC, HRMO
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Annex "I"
MEMORANDUM, FOI

FOR: All Heads of Executive Departments, Bureaus, Offices,
Commlssions, Authoritles or Agencies of the National Government,
Government-Owned and/or Controlled Corporatlons, State
Universltles and Colleges, and Local Government Unlts

SUBJECT: Freedom of [nformatlon gOIf Manual

DATE: 13 Septembet2016

This is to respectfully remind you that Executive Order (EO) No. 2, issued
on 23 July 2016, specifically directed all government offices under the
Executive Branch, inciuding but not timited to the national government
and all its offices, departments, bureaus, offices, and instrumentalities,
including government-owned and/or controiled corporations, and state
universities and colleges to prepare its own People's FOi Manual and
formulate implementing details within one hundred twenty (120) calendar
days upon effectivity of the EO. Loca1 Government Units are encouraged
to observe and be guided by the EO.

Further, the one hundred twenty (120) calendar days shall be counted
from 27 July 201"6, when the EO was published in the Manila Bulletin
newspaper. These requirements should be complied wittr, on or before 25
November 2O16.

The Presidential Communications Operations Office will release a model
FOI Manual by 7 October 2016, which you can either adopt or use as
template. PCOO also plans to hold FOI Workshops on 13, 14, 20 and,2l
October 2016.

For your information.

(Sgd.) JOSE RUPERTo MARTIN M. ANDANAR
Presidential Communications Secretarv
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Annex "J"

EXCEPIIONS FOI Manual

1. Information that directly relates to the national
security or defense and its revelation may cause glave
damage to nationa,l security or internal or external
defense of the state.

2. National Security Matters. At the very least, this
jurisdiction recognizes the common law holding that
there is a military, diplomatic and other national
security matters.

3. Executive Privilege involving information relating to
the President's commander- in chief, appointing,
pardoning and diplomatic powers.

4. Information pertaining to the foreign aftairs of the
Republic of the Philippines when its revelation shall/
may unduly weaken the negotiating position of the
government in an ongoing bilateral or multilateral
negotiation or seriously jeopardize the diplomatic
relations of the Philippines with on or more states.

5. Information on inter-government exchange s prior to
the conclusions of treaties and executive agreements
may be subject to reasonable safeguards for the sake of
national interest.

6. Deliberate Process Privilege

7. Presidential Communication's Privilege.
B. The information requested pertains to internal and/
or external defense, law enforcement and border
control, when the disclosure thereof may:

a. Lead to the disclosure of the identify of a
confidential source, including a government, or
foreign agency or authority or any private
institution which furnished information on a
confidential basis, and, in the case of a record or
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information compiied by a law enforcement
authority in the course of an investigation or by an
agency conducting a 1a'*{u1 national security
intelligence investigation, information furnished by
a confidential source, or

b. Disclosure legitimate techniques and procedure for
law enforcement investigations or prosecutions, or
would disclose legitimate guidelines for law
enforcement investigations or prosecutions if such
disclosure could reasonably by expected to risk
circumvention of the law, or

c. Endanger the life or physical safety of any
individual, or

d. Deprive a person of a right to a fair trial and
impartial adjudication.

9. Crimina-l Matters. Also excluded are classified law
enforcement matters, such as those relating to the
apprehension, the prosecution and the detention of
criminals, which courts may not inquire info prior to
such arrest, detention and prosecution. Efforts at
effective iaw enforcement would be seriously
jeopardized by free public access to, for example, police
information regarding rescue operations, the
whereabouts of fugitives, or lead on convert criminal
activities.

10. Investigation or proceeding conducted by public
authorities.

1 1. Information related to the assignment of the cases
to the reviewing prosecutors or the undersecretaries.

a. Interfere wittr enforcement proceedings:
b. Deprive a person of a right to a fair trial or an

impartial adjudication ;
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c. Disclose the identity of a confidential source and
in the course of a criminal investigation, or by an
agency conducting a lawful national security
intelligence investigation, confidential information
furnished only by the confidential source
unjustifiably disclose investigate techniques and
procedures.

13. Proceeding before the committee on Decorum and
Investigation during preliminary investigation.

L4. Informer's privilege of the Government not to
disclose the identity of a person or persons whom
furnish information of violations law to officers charged
with the enforcement of the law and the identity of a
c onfidential informant.
15. Prohibition on disclosure the identity of persons
who furnish information of violations of law to officers I
charge with the enforcement of the law.

16. Prohibition on the disclosure of inforrnation ttrat
would put the life and safety of an individual in
imminent danger.

Lv . The information requested consist of drafts of
orders, resolutions, decisions, memoranda or audit
reports by any executive, administrative, regulatory,
constitutional, judicial or quasi-judicial body in the
exercise of their regulatory audit and adjudicatory
function.

18. Proceeding before, or information in the possession
of, any government agency, tribunal, board, or officer,
which under its respective rules or regulations are
treated as confidential and privileged.

19. confidential information generally refers to
information not yet made a matter of public records
relating to pending cases, such as notes drafts, research
papers, internal discussions, internal memoranda,
records of internal deliberations, and similar papers.
Even after the decision, resolution, or order is made
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public, such information that a justice or judge uses in
preparing a decision, resolution, or order shall remain
confidential.

20. Courts records, including pleadings and other
documents filed by litigants are confidential

21. Requested information pertains to an act which
tends to exact testimony from government officia_ls by a
citizen are confidential.

22. Such information, record or document compromises
drafts of decision orders, rulings, policy decisions,
memoranda, etc.

23. The information required pertains to the personal
information of a natural person other that the
requesting party, and its disclosure would constitute an
unwarranted invasion of his her privacy, unless it forms
part of the public record, or the person is or was an
official of the government agency and the information
relates to his other public function or the person has
consented, I writing to the disclosure of the information.

24. lnforrnation concerning the application, together
with alt the records, documents and communications
relating thereto and its processes shall be confidential.

25. Information requested pertains to trade secrets and
commercial or financial information obtained form a
natural or juridical person other than the requesting
pafiy, obtained in confidence or covered by privileged
communication, andlor filed with a government agency,
whenever the relation thereof would prejudice the
interest of such natural or juridical person in trade,
industrial, financial or commercial competition.

26. Trade Secrets and Banking Transactions.
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28. Confidential business information gathered by
certain government agencies or officials on the
operations, books, records or private corporations and
business not required to be made public.

29. Anti-Money laundering concerns,
suspicious transaction reports, or
information in relation thereto.

covered or
any other

30. Prohibition of disclosing information under the
National Internal Revenue Code.

31. Prohibition on the disciosure of confidential
information under the National Revenue Code.

33. Information
property right.

relating to potential intellectual

34. Documents submitted through the Government
Electronic Procurement System (G-EPS).

35. Confidential matters under the Arbitration Law and
Alternative Dispute Resolution Law involving
arbitration proceeding and when the parties in an
arbitration clause so provided that the proceeding and
its incidents shall be confidential and information
acquired in mediation or arbitration proceedings.

36. An oral or written statement made or which occurs
during mediation or for purposes of considering,
conducting, participating, initiating, continuing or
reconvening mediation or retaining a mediator.

37. Pleading, motions, manifestations, witness
statement, reports filed or submitted in arbitration or
for expert eval.uation.

38. Information on on-going evaluation or review of bids
or proposals being undertaken by the bidding or review
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committee which are not yet considered as "official acts,
transaction, or decisions" on the bids or proposals or
"definite propositions" on the part of the government.

39. Information considered as privilege
communications I legal proceeding by law or by the
Rulers of Court.

40. Priviieged communication under the Rules of Court
(in respect of government lawyers, government doctors,
and other public officers and employees). a. A public
officer cannot be examined during his term of oflice or
afterwards as to communications made to him in official
confidence, when the court finds that the public interest
would suffer by the disclosure.

41. Attorney-client privilege existing between
government lawyer and their client.

a

42. Client identity is privileged where a strong
probability exists that revea_ling the clients narne would
implicate that client in the activity for which he sought
the lawyers advice or would expose the client to evil
liability.

43. Confidentiality of information relating to pending
cases even after the decision, resolution or order is
made public.

44. Requesting information pertains to comments and
disclosure on pending cases in judicial proceedings.

45. Records of cases that are still pending for decision
are privileged materials that cannot be disclosure,
except oniy for pieading, orders and resolutions that
have been made available by the court to the general
public.

46. Identify of News, Informants under R.A. 1477 (The
Shield Law).
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47. Requested information pertains to unauthoized
recording from all the parties of any private
communication spoken word to secretly overhear,
intercept or record of such communication by using any
recording device

48. Secrets of private individual know by public officer
by reason of his or her office.

49. Divulging valuable information of a confidential
character, acquired by his office or by him on account
of his official position to unauthorized person, or
releasing such information in advance of its authorized,
released date.

50. Confidential or classified information officially
known to pubiic officer and employees by reason of their
office and not made available to the public
51. Non-disclosure of Statement of Assets, Liabilities
and Net Worth if the purpose/s is /or any of the
foilowing purposes (a) any purpose contrary to morals
or public policy; or (b) any commercial purpose other
than by news and communications media for
dissemination to the general public

52. The information is of a nature that its premature
disclosure would:

(1) in the case of an agency that regulates or deals
with currencies, interest rates, securities,
commodities, or financial institutions, be likely to
lead speculations in currencies, interest rates,
securities, commodities market; or

(2) in the case of other agencies, be 1ikely to
frustrate the effective implementation of a
proposed official action: Provided, that the
information shall be disclosed once the above-
mentioned dangers have ceased.

53. Information invoiving a subsequent identical or
substantiaily similar request from the sarne requesting
party where it has previously complied with a request
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55. Government officials cannot be compelled to
prepa-re lists and detailed reports on how congressional
funds were disbursed.

OTHER EXCEPTIONS

. Confidentiality of information known to
official or employee by reason of his office.

a public

. Information and statements made at reconciliation
proceedings.

. Expenditure relating to classified information, such as
the purchaser of information and pa5rments of rewards.

RULE 4 OF RA 6713 (CODE OF.CONDUCT AND
ETHICAL STANDARDS FOR PUBLIC OI'FICIALS

AND EMPLOYEESI

. Information, record or documents kept secret in the
interest of national defence or security

. Conduct of foreign affairs

. Disclosure would put the life and safety of an
individual in imminent danger

Page 38 of 39

College Freedom of Information (PO! Ma,nual
Zamboanga State College of Marine Sciences and Technologr

for information unless a reasonable interval has lapsed
between compliance between with the previous request
and the making of the current request.

54. The right information may be subject to reasonable
regulations as to manner and hours of examination,
efforts to avoid loss or damage, undue interference with
the duties of the custodian of the records, and ensuring
the right of the persons entitled to also inspect the
records. Requesting citizens, further, cannot compel
custodians of records to prepare list of abstracts of the
data.
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. Information, record or document sought falls within
the concepts of established privilege or recognized
exceptions

. Information, record or document compromises drafts
of decisions, orders, rulings, policy, decisions,
memoranda

. Information of a personal nature where disclosure
would constitute a clearly unwalTanted invasion of
personal privacy

. It would disclose investigatory records complied for
law enforcement purposes

. Interfere with enforcement proceedings

. Deprive a person of a right to a fair trial or an impartiai
adjudication

. Disclose the identity of a confidential source

.Unjustifiably disclose investigate techniques and
procedures

. Premature disclosure of which would lead to
significant financial speculation in currencies,
securities, or commodities, or significantly endanger the
stability of any financial institution

. Likely or significantly to frustrate implementation of a
proposed official action.
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O BJECTIVE
Mai..e certai rlr.at requests for official records from the College Cen tral
liccords U t (CCRU) or any of rhe offices or unirs of the Co)lege are
p rr:nrp l-ly f
lcgally rzali

ilitated and released to the requesting party. H.owever, only'
duly processed"and approved requests shall be entertained

SCOPE
.l' his proce ure defines the actions and responsibilities of rhe Head of
rlrc CCIIU, ads of the differenr Offices and Units of the College, and the('o l le,{e Pre process of handling requests for official recorcls

DEFINITIO
o ;\ctirre R cords are records that are still actively being used b), arr
of ['ice. TIre are usually referenced on a daily or monthly basis. OI'ten-tirncs, il^ in ilper, these records will be located in a handy place withinlhe of'flice s ce they are used frequently.

ecords are recor{dls which are no longer referenced on a

dent i.n tlre

OF TERMS

and tend to be stored in a less accessible place (CCRIJ) since
u sed f,requently Ma,ny times records becclme inactirze when
eir cut-off as defined in the Recorcis Retenrion schedule

e Rec{uest r Retrieval of Record/s

R ECORDS
+ l-ogbool< l' llequests Received (Approved and Disapproved)

+ Inactive
regr.rlr.rr bas
tl-rt:y' are no
llrcr reach

IiEFERENCE

T

ZAiIII(] {)A STrtT[

Iroil'lilrr,

lltr

msSE[ttl
Ocrsses. ;

0ucurnent Coda: IU-IL[U!L!!:qE
Revisiun Numtrer- I

fflecfivity 0ate: Fehlgry..lQll
llecommended by: g_UB

Approvndoy 
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DETAILS

. For inacrive records, rerltrest
shall be subnritred lo the (:oll(':{e
Central Records L,r')il (CC{ll.J)

r For records that are strll 4clivrr
the same shall tre requesred irorn
the office or unit concet'ne(l

o The origlnal copy of thr:
Request lor Rerrieval oI Recorcl/s
form, either approved or ciisa;.r'
provecj, shall be kept by the
processiIg Office or Unit [or
re f'erencrr.

r Originirlc0pies shall rtot b(
released to lhe req[tes(or unle:rs
with th.e t:xplicrt approval ol tl,e
College l)rr.'.sident [or l]tc r,:l,.rr:irr
oI the sanre,

lrlls tlttl ,'ltclur:sl lor R
I o r rn ir n el lr> rwards

r rrr ntt,cl ra I t: .su pert,isor f,
lrr tlrc ollice handling

rt:cluested for

( lrccltq rI rlre rccord,/s
ril rh()tr (usl.(.)d)/ - prclc

,,rllr:tn'rsr.:, reler the re
[)rr)pcr t.tf fice,/s or U

5am

1.,'rwards ther request fo
tlrt: I)rcsiclr:r'll for appro

\ l)l)rovcs r.rr disappr

II r:lr'.,r111:rr;ved, thc ;l

i.l r,f 1,,1.,1.., il fllttlOt'ttpt'OI
requ(:sI

\i k lrow,ledgcs rect:ip
rcleirs

F.J{ I)

ll '

iofarfr

'0ocumcrl Codn:

Revisiori fiumber:

E{fectivity [)ate:

Raeornmanded by:

Approved try:

tEbi!ry.Zq['', q[48

[olleqs Presidant

PMjZS[MSr-05-06

T PERSON
RESPONSIBLE

'rit,val of Re.cord/s
s;.rme lo I'rrs/her

r endorsement and
he record,/s being
ocessing

o Reguesting Party

eing requested is
s the same if it is,
esri.ng party t0 t.he
t,/s handling the

to the Office of
,/remarks

rres the reques I

ccss stclps here

tht: recr::rd,/s being
rcl .

of the record/s

r College Central Record
Unlt (CCRIJ)

the Off ice or Unir handling
the records being recluesred

r College President

o College Central Record
Untt (CCRU)

the Office or Unit handting
the recorcts belng requestecl

r lllequesting Parr-y

OR

OR

J, UI"'

P R OCEDURES

l

i
t:

l
:i

;

i
lt

il

ll
I

ii

il

t:

:i

lr

I

I

I
x

l
l
I

'l

l!

I



e 'r'hNt{il. Bi&EE
E

sqp$i
ir,Fd"J;i:ri

,:ri:s'ris

Republic of the Philippines

ZAMBOANGA STATE COLLEGE OF MARINE SCIENCES AND TECHNOLOGY

Fort Pilar, Zamboanga CitY

POLICY ON CONFIDENTIALITY OF DATA

Like any other institutions, the Zamboanga State College of Marine Sciences and Technology

regards security and confidentiality of data and information to be of utmost importance, Further,

it ii tne intent of this plicy to ensure that confidential information, in any format, is not divulged

outside of Zamboanga State College of Marine Sciences and Technology without explicit

approval to do so by the President of the College. As such, the College requires all users of

data and information to follow the procedures outlined below:

Each individual granted access to data and hard copy information holds a position of

trust and must preserve the security and confidentiality of the information he/she uses. All

users of College data and information must read and understand how the policy applies to their

respective job fu nctions,

Specifically, with respect to College records or information, individuals MUST:

1 . Access data solely in order to inform hisllrer job responsibilities.

2. Not seek personal benefit or permit others to benefit personally from any data that

has come to them throughout their work assignments.

3. Not make or permit unauthorized use of any information in the College's

information system or records.

4. Not enter, change, delete or add data to any information system or files outside of

the scope of their job responsibilities,

5, Not include or cause to be included in any remrd or report, a false, inaccurate or

misleading entry known to the user as such,

6. ,Not atter or delete or ffiuse to be altered or deleted from any records, report or

information system, a true and conect entry,

T, Not release College data other than what is required in mmpletion of job

responsibilities.

8. Not exhibit or divulge the contents of any record, file or information system to any

person unless it is necessary for the mmpletion of their job responsibilities.

It is the individual's responsibility to report immediately to his/ her supervisor any violation of

this policy or any other action, which violates confidentiality of data.

Security Measures and Procedures

Users of the College records or information are required to follow the procedures outlined

below:
Access to any employee information ( in any format ) is to be determined based on

speciftc job requirements. The appropriate Department Chair, Department Head, Dean and / or

Vice President is responsible for ensuring that access is granted only to authorized individuals,

based on their job responsibilities. Written authorization must be received prior to granting

remrds access.
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You are prol,. ..ed from viewing or.acc€ssing additional infonr,.don unless you havebeen,authorized to do so. Any access obtained witho'ut iutirorizaiion rs consiaereo
unauthorized ac@ss.

,, Breach of confidentiality, including aiding, abetting, or acting ln conspiracy with any.ther person to viotate any part of this poticy, ,ii 
".rft 

ii ,ir,.tionl, civit or criminal

9lr:?-1{:.1 
and penatties, emptoyment and/or iorrege Oisiilrini-ry action, ano coutd read to0rsmissat, suspension or revocation ofall access privileges. tlisu,. ot Cottege Oata andinfgTu.uol and any violation of this poticy or [ti;i.; # g;.;;r;r-disciptinary action, up roand including dismisal.



l. Sratement of Poliry

I .l The College

Z-S-C.II.$-T C{IilTMHTIAIITY PNOTOTOI

Recognizes its responsibility to collect, rr1;lnage. use arrcJ

disclose personal and organlzational information and i(i
comply with statutory .rnd regulatory requlrements.

Respects the ernployees' and students' rights to prrvacy anrl

endeavors to keep and maintarn personal and serrsitivt,

information (subject only to the requirements of lawt ir)

confidence.

Upholds the principle of maximum disclosure wl'rrch

establishes the presumption that all inforrnation held t-,y

public bodies should be subject to disclosure which rnay be

overcome only by limited scope of exceptions and tlro:,er

stipulated by law.

Recognizes and accepts that exceptions should be cleariv

and narrowly drawn and subject to strict "h;lrm" .-urcl "publrc

interest" test, (i.e. (i) that ttre inforrnation nlust relate tr:;t
legitimate aim listed in the law, (ii) disclosure rlust rhreaten

to cause substantial harm to that alm, (iii) the harm to tire
aim must be greater than the public interest in having rh.ri

in fo rm a tion.

Takes refuge in the rnherent right to deny request for acce:s
to College-generated information that in rts rnf orrn*r.l
judgment is frivolous, vexatious ancl fail short on the lrarrn

and public interest test and the requirements of law.

Recognizes and upholds the right of users to appe;11 for
reconsideration, requests that have been cJerried orr rhe ba:;rs

of some specified grounds and stipulations.

I,I

r r.2

r 1.3

1.1.4

1.5

r.t 6

7 Takes cognizance of the need to enforce sanctions t.)

errrployees th.rt willfully disclose rnforrnation that caLrses

harm and injury to the College;ind prejuclices rrs be:r
interest.



Employees of the Colrege irrespective of position, designat
employment status are duty-bound to safeguar
confidentialiry of information acquired in the course of the
They are proscribed from discrosing personar or s,
information to a third party without specific authority ex
cases when the disclosure form part of the normar perfornr
a 1ob or when there is a legal or professional duty to disclr
information.

lil Categories of lnformation

l. r

ll Ceneral principle

2.1

3.2

Personal lnformation information
information or opinion which form

or An opinion (inc

part of the rnstitr

Ith sratus (pl

mem bers h rp

ip in tr.lde r

ords, err ploi

IV

database) whether true or not, and whether recorded rn a nr
form or not, about an individuar whose identity rs apparent,
reasonabry be ascertained. from the information or oprnron.
sensitive rnformation - personar information about an indrvi
racial or ethnic origin, poriricar opinion, nrembership of a pc

3.3

organization, religious beliefs or affiliations, hea
or emotional), disability, philosophical beliefs,
professional or secret organization, membersh
sex ual preferences or practices or criminal rec
and personnel records, management strategies.
lnstitutionar rnformation - incrudes ail inforrnation generated icoLlrse of normal and routine performance of clfficial funcr
Access to such information may be outright depencJing orjudgment of the keeper or information source. rn case of douLconcerned keeper or source may refer t he matter to.ruthorized superior official for appropriate action.

I rr formation Access Cuidelines

Categories of Access

4'l 'l Limited Acce55 - information generated and r.ai,rainec
the following offices may be accessed onry by dury aurhorrzed
legrrimate users.

4.1

a Human Resource Management Office

D



. Office of the Board Secretary

. Office of the College Registrar
. College Budget Office
. Planning Unit
. Research Coordination Office
. Ex tension Office
. Accounting Unir
. Office of the president

. Office of rhe Cashier

4.1 .2 Re5lrjg-ted {cc,qs5 - minutes of meetings, deliberations ancJ
proceedings of grievance, fact-fincling, investigative and hear rnq
committees are of restricted access. The rnformation may be rracie
available only to the litigants and their counsels. Acc.ss ro
information generated during "closed c)oor,, rneerings ancl
confe re nces of strateg ic, coordinative a nd o pe ratrve leve r

managers, meetings of the Executive Conrmittee are also g:lacecl
under restricted access. lnformation may be accessecl only Lrpon
written request and approvar by a duly authorized official.
4'1 '3 Op-gn Acqe.s-s - information that are of general public rnreresr
which are neither personal and sensitive in nature should be macje
readily available to regitimate users. Access to the information onry
requires the expressed permission of the employee or official
holding the information.

-1.2 Designated processing and Approving Officials

4.2.1 lnformation keeper/holder may grant access to rnformatro.
possessed falring under the'open Access,category based on
hisiher informed judgment on the merit of the request.
4'2'2 Holders/keepers of information crassified as for,'Lirnireri
Access" and "Restricted Access" may gldr-rt clccess based on rheir
appraisal of the merits of the request subject to affirrnarion by the
College Document custodian, i.e. college Board secreta ry andirsr
College Secretary.

4.2.3 Request for access to personnel files (other than the owner),
minutes and records of deliberations of the gnevance, f.rct-findrr.ic;
cind investigative comntittees, Academic and Ad rrr in ist rat ive

caLrcuses held
Councils, Executive Commtttees, and meetings ancl

f



a duly authorized alternate
e gra y tl-re College president or

V. Procedures in the Access of lnformation

:i;X :,:,Ti::J.':l;,1": " "oe 
r th e "r i m ired" a nd,, re s rrict ed,, acce s s

and inrended use of rhe ,rr:-: 
written request stating the specifications,

desisnateo r; ;:;."::.-:::ormation 
requested addressed to the ofricrars

... rnformation'o 
process and lor approve the request.

essentiar in the performance of official functions shair berequesred by dury authorized officiars using the prescribed form"Request for officiar Records,,. The grant of access is conringent on rrreinformed judgment of the keeper of rhe information. Furtrrerauthorization need not be secured.3 As a poricy' personner fire (Form 20 r ) may be accessed onry by rhe file
i"lL. :ffi"::tt;;::::j Human Resource Manasemenr orricer, .1,,d

access of the document. 
.s need to comply with prec_edure *l to g;lrn

'open access' information may be released uoon ra^,t^?+ ^..1the discretion of the keep"./h",;";.'v';rqJELr 
upofi request subject only to

;H:XJJ::il"1':j:::ln l.n,"d 
rnav be appea,ed in wririns ro

;: "Ji:;: ::::i : 
ffi :; il:: :I l"::, ;: j : Il :::ti,J;. J.i

4

5

VI Penal provision

ilJj:,.:;;:::::.:"rein stipurated rures and suiderines quarified as ;rnrnrstrativery actionabre pursuant to the csc ResolLitio, N'.991936 (uniform Rules on Adrninistrative cases rn the civir service) andItem c' section 7 (prohibited A*s and Transacrions) of rhe code .f
::,r::, l;, ,|ff.,01,..1,1j,",::"rluric oiiciars and Emproyees (R A
corresponding penalty. 

ntstratively processed anc] rneted r.e



,rl" \to\

wt

\lY

I' :1

ZAft{
.'.,}

f\.epublic of the Philippine 15
BO,{.NG,{ ST,AT'E CLIT,tr,EGE OF M.AX,INE SCIENCES AN- TECHNOI'OGY

Fort Pilar, Zamboanga CitY
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Administrative Council
Resolution No. 17, s, 2012

WHEREAS, the AACCUP accreditors during its survey visit / audit in the College

suggested that there shoutd be a Policy on tha Confidentiality of Records/ ofiicial

documents:

WHEREAS, a ZSCMST Confldentiality Guidelines was crafted and the draft was

presented to the Administrative Council members during its meeting on February 7,

2a12,

WHEREAS, the members of the Council went over item by item and suggestions

were incorporated;

WHEREAS, discussions ensued especially on the Procedures in the Access of

lnformation:

. WHEREAS, after thorough deliberation, on motion duly seconded, the Council,

RESOLVE as it is'nereOy RESOLVED to recommend favorably to the Board of Trustees

for approval, the ZSCMST Confidentiality Protocol.

Done this 7th day of February 2012, at the Zamboanga State College of Marlne

Scrences and Technology, Zamboanga City

cERlFl\oiconnEcr

i \\..\v
FELICYTAS C. URIAN

Board Secretary
Attested

M ILAV DEP UIVO.NAZARIO, Ed.D.
residentColl

ir, ic Council

1t fatfi
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f Repubtic of the philippines
ZAMBOANGA s rATE COLLEGE OF MARTNE SC|E

Fort Pilar, ZamUoanga City
Tet No.t (062) 992-3092 Tetefax: (062) 991_OZ7 websiti;

.AI{N G
Excerpts from the minutes of the 97'h Regutar Meeting of the Board of Trustees,
zarnbonnga state college of Marine sciences and Technotory held at the t{oliday plaza
Hotel, Cebu City, February 22,20121 9:00AM

Upon rnotion duly made, seconded, and unanimously carried, this resolution was adopted
by'the Zamboanga Stue College of Marine Sciences and Technology Board of Trustees. thus:

BOARD RESOLUTION NO. 15, s. 2012

RESOLVE AS IT rS HEREBY RESOLVED to direct managemenr to create a facr-
frnding committeeto check on the repon re unauthorized release of ofTicial documents.

RESOLVED FURTHER that the Fact-Finding Committee shall be
composed of the following:

Dr. Evelyn H. Yosores
Vice President.[or Administation and f;inarrce - Chairman
Mr. Eric S. Villanueva
Accountant lll - Member
Mr. Edgard S. Atilano
Assistant Profe.ssor IL' - Member

CI-IED Regional IX representative - Member

RESOLVED FURTHERMORE, to approve the implementation of the
ZSCMST Con.fidentiality Protocol Policy effective upon the approval of the
Board

APPROVED
NONA S. RICAFORT, Ph.D.

CHED Commissioner
Chairperson, ZSCMST BOT

Pre.siding Olficer

MILA RIO, Ed.D EDGA,RDO J. ANGAR.A
Chainnan, Senate Committee on

Education, Arts and Culturd
Member

dent

i

NcEs anro feLf,NoLocy rfi*f

f;i*r',eirri*ii

:l r'
'.': ".t!

T

JUAN EDGARDO M. ANGARA
Chairman, Congressional Committee on Higher

and Technical Education
Mernber

ER.ENDA L. N MANZANO
Regional Director,

Mentber
T-tx

pra Lt( -
AMIR RASCHD A. ALLIK, Al-I{aj.

President, ZSCMST Faculty Club
Mentber

\,
MAnrrl2fwryE

Prpsidpnt 7Sf'lVISll Alrrm6i Acsnciation

ARTURO G. VALER,O
Regional Director, NEDA-lX

Member

t

"(,_.i, /,\
CELSCi L. PRESA

Private SeAor Representative
Member

/'\\- i- ,')trr^ . ''
ATry ARSDNIO Ii. GONZAI,ES,.IR

Pri vate S ector RJpresentatire

GUALBE
Prccidenr Sr

Member
/1
\ z'r.'L'

RTq A, LANTAYA
rnrArrlp Slr rdent Cnrrnei I

I
I
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RECoRD/s EQUESTED (Oescriprion)

Republic of the Flrilippincs
GA ITATE COLTEGE OF MARINE iirlr.rCg AND TECHNOLOGV

F'ort pilar, Zamtroanga City
Tet No. (062) 992.3092; Tetefax: (062) 991-0777

Email: mnazario(@scmst. edu.ph

"ffmq{'hrEx

REQUEST FOR RETRTEVAL oF RECORD/s

Request Received on I try:

Request Released on I by:

Returned orr:

I,r,l!.ilj/ t,.,i

li,, lU'.iti, rrl i).ir I y

i)'ir(r

1r'ilr,(J\l U;tlLr.

., :, ttrj\rt

, AriSttilvt.iJ

l[)r',,,roprq;ycd

REQUEST STATU5 I APPROVAL

R eo so n/s f o r d iso p provo I 1

MITAVEI DEPA CAQUIVO-NAZARIO, Ed. D
College President

ir. , ,,ri11.. rr.tl(i,.,,1r.:d rt:COiV,,fJ

,'i , r,r:li,\ jr.tlrt,,lf{lCJ rc,C{1rvt]d

rt fzt f rr

Printed n.rme | SiBnature

"trgJf 
11 ror(sg{#fii,,,

1

,:ts'$itn l*ir,,.r. i

. --e.ilr...\{:F{/
l ., l

t -*'.- /"



,^{NEX

Republic of the Philippines

'IATE 
COLLEGE OF XANO|E 

'CIIDICI' 
AND 

'TCHIIOIOGYFort Pilar, Zamboanga City
Tel. No. (062) 991-0644 Telefax: {062199t-0777

website: htto://www.zscmst.edu.oh

a

HUTAN RESOURCE IIANAGETIENT OFFICE

Schedule of Fees

PLEASE CHECK NATURE OF REQUEST:

OR No.

*Any adjustment in the amount of fees will
be subject for approval of the ZSCMST

Board ofTrustees.

Recelved by:
(HRMO staff)

Certified correct:
(HRMO Head)

Authentication of Documents
No. of documents:

lssuance of Service Record Php 50.@/page

Certificate of Employment

'common

Php s0.oo/pa8e

Certificate of Employment

'No Pending Gse
Php 50.O0/page

Other Document:

'pls specify

.I\
'w<4

AJAW

Name: _
Off ice/Department/College: _
Purpose: _
Date:

tr

T
T

tr



Republic ol he philippines

ZAMBOAilGA STATE COLLEGE OF }IARINE SCIETICES AilD TECHNOLOGY
Fort pilar, Zamboanga City

Tel. No. (062) 992-6450 Tetefax: (062) 991{zZ websttei

tr i q*t:,, :

lrr:rrEITEgd

Excerpt from the Minutes of the lvleeting of the Administrative Council of the Zamboanga State
college of Marine Sciences and rechntlogy held on September I g, 2017 at the coriference
Room of the Administration Building, ZSCMST, Zamboanga City.

ZSCMST ADMINISTRATIVE COUNCIL
RESOLUTION NO. Sl, s.20t7

A RESOLUT]ON APPROVING THE COLLEGE FREEDOM OF ]NFORMATION
MANUAL OF THE ZAMBOANGA STATE COLLEGE OF MAR]NE SCIENCES
AND TECHNOLOGY MARKED AS ANI{EX.1" OF THIS RESOLUTTON.

WHEREAS, the Freedom of lnformation (FOl) Manual of the Zamboanga State
College of Marine Sciences and Technology (ZSCMST) was developeJ for the
purpose of providing guidelines, process, procedures in dealing wlth requests for
information as prescribed by Executive Order No. 2 dated .tuty 23, ZO1O;'

WHEREAS, the FOI of the ZSCMST was submitted to State Soticitor Roet
Vincent G. Castro for review and legal opinion on the provisions indicated
therein:

WHEREAS, a certification dated September 7,2017 was issued by State
Solicitor Castro strating that: "There is nothing objectionable in the ZSCMST
College Freedom of lnformation (FOl) Manual, apart from some words and
provisions which have to be rephrased and reworded, in order to fully comply
with relevant laws, rules, and regulations;

WHEREAS, the ZSCMST FOI Manual was presented to the Administrative
Council, for approval, al its meeting held on September 18, 2017. The ZSCMST
Administrative Council was given assufance that the coneciions and suggestions
made by State Solicitor Castro were introduced in the Manual;

RESOLVEO, that the ZSCMST Administrative Council, spproves the College
Freedom of lnformation Manual of the Zamboanga State College of Marine
Sciences and Technology marked as Annex "1' of this Resolution.

RESOLVED this 18th day of September,2017 at the Zamboanga State College
of Marine Sciences and Technology, Fort Pilar, Zamboanga City, Philippines.

APPROVED

I

NATE SIGNATURE REITARKS

UILAVEL DEPACAOUMO.ilAZARIO, Ed. O.
President, ZSCMST
Chairperson, ZSCMST Administrative C,ouncit

BENJAI'IN S, A. TIGUEL, Ph. D.
yrce PGsident, Administsation atd Finance
yrce Chairyerson, ZSCMST Adminisbative Councit

JAITE G, JALOT{, Ph. D,
Yrce PrBsiJent, Academic Afiai6
i/hmb6r, ZSCMSI Adminisb.tiw Council

l/
On Leave

.IANG/\ SIATE COLI EGE

DANILO P. CORTZA, DPA
OIC Chief AdminisFative Offcer
Memb6r, ZSCMST Administrative Colncil

ti'll-,lrl- aJ Att ' r.r.Fr, "
't|rloi Zoftiroo,)g- -i\
:RQIFIE rDRUE cotr\

EVELYN B. CAHPOS, Ed. D,
Dir€ctor, Collegs Accreditation Coodinating Otfics
Msmbor, ZSCMST AdminBtralive Council

G

f,4{ll

/
ZSCMST Administr.rivc Council Rcsoluli

trw
(



Acling Dean, Colleg€ ol Education and Natural
Scbnces

CMST Administrative Council

PEiIELOPE G. COL|SAO, Ph. D.

Member ZS
1

Dean, College of Fishedes and Food Scrences
ST Administratiw CouncitMember ZSCM

OLIVER D. TITO j,t
AI'IR RASCHID A. ALUX
Dean, College of Maitime Educatbn

MST Adminbtr tivo CouncitMember zsc 0t
FREDA D. LABOS

ActirE Deen, Coltog€ of Businoss Administratloo

ALHA

Member, ZSCMST Adminisfalive Council

DO D. HALILI, JR., Ph. D,
Director, Research and DeElopment Offce
OlC, Office of he Vice President ftr Ac€demic Afai6

SERVAI{

ST Administratiye CouncilMember ZSCM

On oficial
business

ARTHUR L, PATIGA}IIBAII, JR.
Director, Rss€arch and Devslopment Offic€

ZSCMST Adminishativa CouncilMember
-x-- I

iIARLON R. OTIATANG
DirBctor, Extsnsion Offce
M€mbor, ZSCMST Administrative Council

LETECh P. FLORES
Dir€ctor, Acadsmh Servbes

ZSCMST Adminisbative CouncitMember

JONICZARIT{A P. AMORA
Director, College Admi$ion Offce

Adminisbativo CouncilMamber ZSCMST
Absent

RODERICK D. TRIO
Dir€ctor, Extomal Aflairs

ZSCMST Adminisfatve CouncilMember

ZSCMST Administsative CouncitMember
Absent

1l
JACIYN M, OTAR
OIC-Director, Corporate Afiairs
Member, ZSCMST Adminishative Council

CTOR LLANO, JR.
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B
Seoetary, ZSCMST Adminishative Council
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CATALINAPM
Dean, Graduate School
Itlember, ZSCMSI AdminisHivs Council
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ESTER T. UM
Olc-Diroctor, Alumni Atrairs

itARIFE R, VILLAFRANCA
Dirsctor. Office of Modie Atfairs
Member, ZSCMST Adminhtrative Councit
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