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PURPOSE:

The purpose of this PCMC FOI People’s Manual is to provide the process to guide and
assist the Philippine Children’s Medical Center, in dealing with requests of information received
under Executive Order (E.O.) No. 2, Series of 2016, on Freedom of Information (FOI). See
Annex B.

SCOPE:
This document covers all PCMC personnel involved in the process of the implementation of EO
02.5 2016 on FOI.

POLICY:
PCMC shall establish, implement, and monitor documented information on PCMC’s
compliance to Malacanang’s EO 02.s 2016 on FOL

Structure of the Manual:

This Manual shall set out the rules and procedures to be followed by PCMC when a
request for access to information is received. The Executive Director is responsible for all
actions carried out under this Manual and may delegate this responsibility to a qualified PCMC
official. The Executive Director shall also designate a specific officer to be the FOI Decision
Maker (FDM), who shall have overall responsibility for the initial decision on FOI requests, to
decide whether to release all the records, partially release the records, or deny access. This
manual is patterned after the provision of the FOI EO and the template manual provided by the
PCOO in 2017. .

Coverage of the Manual:
The Manual shall cover all requests for information directed to all - collectively referred
to as PCMC.

FOI Receiving Officer:

The Executive Director shall designate an FOI Receiving Officer (FRO) assigned at the
Office of the Director. The Deputy Executive Director of Professional Services, Nursing
Services, and Hospital Support Services, or their authorized Representative shall recommend
their respective FRO - one who has access to data/information required for approval by the
Executive Director and to collaborate with the main FRO of PCMC.
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The functions of the FRO shall include the following:

1. Receive requests for information and forward the same to the appropriate office/ unit who has
custody of the records or information/data on behalf of PCMC;

2. Monitor all FOI requests and appeals through the Central Appeals and Review Committee;

3. Provide assistance to the FDM;

4. Conduct initial evaluation of the request for information to advise the requesting party whether
the request will be forwarded to the FDM for further evaluation, or deny the request on the
following basis:

4.1 That the form is incomplete; or
4.2 That the information is already disclosed in the PCMC’s Official Website at this link:
http://www.pcmc.gov.ph.

Data Custodian:

The office who has custody of the records requested shall process the FOI request and
forward the requested records to the FOI Decision Maker with appropriate recommendation for
either approval, partial approval, or denial of request.

The PCMC Data Custodians are the Deputy Executive Directors of Professional Services,
Nursing Services, Hospital Support Services and units under the Office of the Executive Director
who shall act as recommendatory body to the FOI Decision Maker.

FOI Decision Maker:

There shall be an FOI Decision Maker (FDM), designated by the Executive Director, who shall
conduct an evaluation of the request for information and has the authority to grant the request, or
deny it, based on the following:

a. PCMC does not have the information requested; _
b. the information requested contains sensitive personal information protected by the Data
Privacy Act of 2012;

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

d. the request is an unreasonable subsequent identical or substantially similar request from the
same requesting party whose request has already been previously granted or denied by PCMC;
or

e. the purpose for the request of information is contrary to existing laws and/or policies.

Central Appeals and Review Committee:

There shall be a Central Appeals and Review Committee (CARC) composed of three (3)
officials with a rank not lower than a Director or its equivalent, designated by the Executive
Director to review and analyze the grant or denial of request of information. The Committee may
also provide expert advice to the Secretary of Health, through the Executive Director on the
denial of such request, as needed.

Approval and Denial of Request to Information:

The Decision Maker shall approve or deny all requests of information. When the
Decision Maker is on official leave, the Executive Director may delegate such authority to his
immediate subordinate or any Officer NOT below the rank of a Deputy Executive Director.
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SECTION 2: DEFINITION OF TERMS

The following terminologies are as defined in the EO and as it applies to PCMC as the agency.

CONSULTATION. Refers to the process 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 disclosability of the records before any final determination is made.

data.gov.ph. Refers to the Open Data website that serves as the government’s comprehensive
portal for all public government data that is searchable, understandable, and accessible.

eFOLgov.ph. Refers to the website that serves as the government’s comprehensive FOI
website for all information on the FOI. Among many other features, eFOI 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 administration of the
FOI by graphically displaying the detailed statistics contained in Annual FOI Reports, so that
they can be compared by the agency over time.

EXCEPTIONS. Refers to the information that should not be released and disclosed in response
to an FOI request because they are protected by the Constitution, laws, or jurisprudence.

FOI CONTACT. Refers to the name, address and phone number at each government office
where you can make an FOI request.

FOI RECEIVING OFFICE. Refers to the primary contact at each agency where the requesting
party can call and ask questions about the FOI process or the pending FOI request.

FOI REQUEST. Refers to the written request submitted to a government office personally or
by email asking for records on any topic. An FOI request can generally be made by any Filipino
to any government office.

FREEDOM of INFORMATION (FOI). Refers to the Executive Branch recognizes the right
of the people 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 Executivé Order No. 2 s. 2016. 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.

FREQUENTLY REQUESTED INFORMATION. Refers to the information released in
response to an FOI request that the agency determines have become or are likely to become the
subject of subsequent requests for substantially the same records.

FULL DENIAL.. Refers to the process when PCMC or any of its offices, cannot release any
records in response to an FOI request, because, for example, the requested information is
exempt from disclosure in its entirety or no records responsive to the request could be located.
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FULL GRANT. Refers to the process when a government office is able to disclose all records
in full in response to an FOI request.

INFORMATION. Refers to 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 similar 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.

INFORMATION for DISCLOSURE. Refers to the information promoting the awareness and
understanding of policies, programs, 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.

MULTI-TRACK PROCESSING. Refers to the 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 another track. Requests in each
track are processed on a first in-first out basis.

OFFICIAL RECORD/S. Refers to the information produced or received by a public officer or
employee, or by a government office in an official capacity or pursuant to a public function or
duty.

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

PARTIAL GRANT/PARTIAL DENIAL. Refers to the process when a government office is
able to disclose portions of the records in response to an FOI request, but must deny other
portions of the request.

PENDING REQUEST OR PENDING APPEAL. Refers to an FOI request or administrative
appeal for which a government office has not yet taken final action in all respects. It captures
anything that is open at a given time including requests that are well within the statutory
response time.

PERFECTED REQUEST. Refers to an FOI request, which reasonably describes the records,
sought and is made in accordance with the government office’s regulations.

PERSONAL INFORMATION. Refers to any information, whether recorded in a material
form or not, from which the identity 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.

PROACTIVE DISCLOSURE. Refers to the information made publicly available by
government agencies without waiting for a specific FOI request. Government agencies now
post on their websites a vast amount of material concerning their functions, mandate and
mission.

PROCESSED REQUEST OR PROCESSED APPEAL. Refers to the number of requests or
appeals where the agency has completed its work and sent a final response to the requester.

PUBLIC RECORDS. Refers to the information required by laws, executive orders, rules, or
regulations to be entered, kept, and made publicly available by a government office.
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RECEIVED REQUEST OR RECEIVED APPEAL. Refers to an FOI request or
administrative appeal that an agency has received within a fiscal year.

REFERRAL. Refers to the process 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 “referral.”

SECRETARIAT. Refers to the PCMC Integrated FOI and Data Privacy Team Secretariat at
the QMO.

SENSITIVE PERSONAL INFORMATION. Refers to as defined in the Data Privacy Act of
2012, shall refer to personal information:

1. About an individual person’s race, ethnic origin, marital status, age, color, and religious, or
political affiliations;

2. About an individual person’s health, education, genetic, or sexual life of a person, or to
any proceedings for any offense committed or alleged to have been 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 person which includes, but not limited
to, social security numbers, previous or current health records, licenses or its denials,
suspension or revocation, and tax returns; and

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

SIMPLE REQUEST. Refers to an FOI request that an agency anticipates will involve a small
volume of material or which it will be able to be processed relatively quickly.
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SECTION 3. PROTECTION OF PRIVACY

PURPOSE:
To establish, implement, and monitor documented information on PCMC’s compliance
to RA 10173 s. 2012 or the Data Privacy Act of 2012.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests and
protection of personal information.

POLICY:

All PCMC personnel shall abide by the policies and procedures on the Protection of Data
Privacy as it likewise complies with the implementation of the EO 02, s.2016 on Freedom of
Information.

PROCEDURE:
While providing for access to information, PCMC shall afford full protection to a
person’s right to privacy, as follows:

3.1 PCMC shall ensure that personal and/or sensitive information, particularly sensitive
personal information, in its custody or under its control is disclosed only as permitted by
existing laws; -

3.2 PCMC shall protect personal and/or sensitive information in its custody or under its
control, by making reasonable security arrangements against unauthorized access, leaks,
or premature, and unauthorized disclosure;

3.3 The FRO, FDM, or any employee or official who has access, whether authorized or
unauthorized, to personal and/or sensitive information in the custody of PCMC, shall
not disclose that information except as authorized by existing laws.
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information
on the Receipt of Request for Information.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests for
information based on EO 02, 5.2016.

POLICY:
All PCMC personnel shall abide by the policies and procedure on the receipt of request
for information based on EO 02,5.2016 and other pertinent laws.

PROCEDURE:

Receipt of Request for Information.
1. The FOI Receiving Officer (FRO) shall receive the request for information from the

requesting party and check compliance of the following requirements:
1.1 The request must be in writing;
1.2 The request shall state the name and contact information of the requesting party, as
well as provide valid proof of identification or authorization; and

1.3 The request shall reasonably describe the information requested, and the reason for,
or purpose of, the request for information. See Annex F

2. The request can be made through email, provided that the requesting party shall attach in
the email a scanned copy of the FOI application request, and a copy of a duly recognized
and valid government ID with photo such as but not limited to voter’s ID, senior citizen’s
ID, PRC ID, SSS ID, and the like.

3. 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.

4. The request shall be stamped received by the FRO, indicating the date and time of the
receipt of the written request, and the name, rank, title and position of the public officer
who actually received it, with a corresponding signature and a copy shall be furnished to
the requesting party.

4.1 In case of email requests, the email shall be printed out and shall follow the
procedure mentioned above, and also be acknowledged by electronic mail.

[co D : 10
| %W M%ﬂ; e mepm
BY: DATE: g NO. %ﬁ '

By DATYE: I




5. The FRO shall endorse the written requests to the PCMC Integrated Data Privacy and FOI
Team Secretariat to input the details of the request on the Request Tracking System and
allocate a reference number,

6. PCMC must respond to requests promptly, within the fifteenth (15) working day
following the date of receipt of the request.

6.1 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.

6.2 The date of receipt of the request will either be on:

6.2.1 The day on which the request is physically or electronically delivered to the
government office, or directly into the email inbox of a member of staff;, or

6.2.2 If the government office has asked the requesting party for further details to
identify and locate the requested information, the date on which the
necessary clarification is received.

6.3 An exception to this will be where the request has been emailed to an absent
member of staff, and this has generated an ‘out of office’ message with instructions
on how to re-direct the message to another contact. Where this is the case, the date
of receipt will be the day the request arrives in the inbox of that contact.

6.4 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.

6.4.1 If no clarification is received from the requesting party after sixty (60) calendar
days, the request shall be closed. Provided that, upon request for clarification by
the FOI Receiving Officer, the same shall inform the requesting party that if no
clarification from their end is received within 60 days, the case is automatically
closed thereafter. This will serve as advance notice of closure.
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information
on the process of Initial Evaluation of Request for Information.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
PCMC personnel shall abide by the policies and procedure on the initial evaluation of an
FOI request.

PROCEDURE:

1. After receipt of the request for information, the FRO shall evaluate the contents of the
request.

1.1 Request relating to more than one PCMC office: If a request for information is
received which requires to be complied with, by different offices, the PCMC Integrated
DPA and FOI Team Secretariat shall forward such request to the said concerned office
and ensure that it is well coordinated and its compliance duly monitored.

1.1.1 The Secretariat shall also clear with the respective FROs of such offices that
they will only provide the specific information that relates to their offices.
1.2 Requested information is not in the custody of PCMC: If the requested
information is not in the custody of PCMC or any of its offices, following referral
and discussions with the FDM, the FRO shall undertake the following steps:

1.2.1 If the records requested refer to another agency not in the custody of PCMC,
the request will be immediately transferred to the appropriate agency 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.

1.2.2 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.
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1.3 Requested information is already posted and available on-line: Should the
requested information being requested is already posted and publicly available in any of
the following sites:

PCMC website: http://www.pcme.gov.ph
DOH website: http://www.doh.gov.ph
National Privacy Commission website: http://data.gov.ph or efoi.gov.ph

1.3.1 The FRO shall inform the requesting party of the said fact and provide them the
website link where the information is posted.

1.4 Requested information is substantially similar or identical to the previous request:
Should the requested information be substantially similar or identical to a previous
request by the same requester, the request shall be denied. However, the FRO shall inform
the applicant of the reason for such denial.
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PURPOSE:

To establish policies and procedures, implement, and monitor documented information on

the process of Transmittal of Request by the FRO to the FDM.

SCOPE:

This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:

All PCMC personnel shall abide by the policies and procedures on the Transmittal of Request

by the FRO to the FDM.
PROCEDURE:

1. After receipt of the request for information, the FRO shall
1.1 evaluate the information being requested
1.2 classify the request as either:
1.2.1 program and policy-related requests or
1.2.2 administrative, legal, or finance-related requests

2. Notify the appropriate FDM for such request. The copy of the request shall be forwarded
to the FDM within one (1) day from receipt of the written request.

3. Record the date, time and name of the FDM who received the request in a record book

with the corresponding signature of acknowledgement of receipt

of the request.
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PURPOSE:

To establish policies and procedures, implement, and monitor documented information

on the Role of FDM in processing the request for information.

SCOPE:

This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:

The PCMC FOI Decision Maker (FDM) shall abide the policies and procedures in

processing the request.

PROCEDURE:

1. Upon receipt of the request for information from the FRO, the FDM shall:
1.1 Conduct evaluation of all requests for information and has authority to grant the request
fully or partially, or deny such request based on criteria stipulated in the Data Privacy

Act of 2012 and EO 02 5.2016 on FOI.

1.2 Assess and consider the following;

1.2.1 The information requested contains sensitive personal information protected by

the Data Privacy Act of 2012;

1.2.2 The information requested falls under the list of exceptions. See Annex E.

1.2.3 The purpose for the request is contrary to existing laws and/or policies

1.3 Immediately deny the request with notice to the requesting party of the grounds of such

denial, if any one of the above three instances is present

1.4 If the request is valid in form and substance, the FOI Decision Maker may proceed in

the information requested.

1.5 Forward the request to the appropriate Data Custodian to make all necessary steps to

locate and retrieve the information requested.

1.6 Ensure that the information requested be approved and submitted back to the FRO for

release within five (5) working days.
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1.7 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.

1.8 If the FDM determines that a record contains information of interest to another office,
the FDM shall consult with the agency concerned on the disclosability of the records
before making any final determination.

2. The Data Custodian shall:
2.1 Ensure that the complete information requested be submitted to the FDM within
five (5) working days upon receipt of such request

3. The FRO shall:
3.1 Note the date and time of receipt of the information from the FDM and submit

report to the PCMC Integrated Data Privacy and FOI Team in case the submission is
beyond the 10-day period.
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Department of Health

Philippine Children’s Medical Center

Integrated Management System Manual

Effectivity Date:
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sk Page 1/1
PURPOSE:

To establish policies and procedures, implement, and monitor documented information on
the Role of the FRO to Transmit the Information to the Requesting Party.

SCOPE:

This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:

The FOI Receiving Officer (FRO) shall abide by the policies and procedures in transmitting

the information to the requesting party.

PROCEDURE:

Upon receipt of the requested information and as approved by the Executive Director from

the FDM, the FRO shall:

collate and ensure that the information is complete;

Lo~

upon receipt of the request for information.

have the Executive Director sign his approval of the completed information;
attach a cover/transmittal letter signed by the FDM who approved the Request; and
ensure the transmittal of such to the requesting party within fifteen (15) working days
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information
on the request for an Extension of Time in releasing the requested information.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
All PCMC personnel shall abide by the policies and procedures on request for an
extension of time to release requested information.

PROCEDURE:

1. 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 shall inform the FRO.

2. The FRO shall inform the requesting party of the extension, setting forth the reasons for
such extension.
2.1 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 warrant a longer period.
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PURPOSE:

To establish policies and procedures, implement, and monitor documented information
on the Notice to the Requesting Party of the Approval/Denial of the Request.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
The FDM and FRO shall abide by the policies and procedures on the Notice to the
Requesting party of the Approval/Denial of the Requested Information.

PROCEDURE:
1. Once the FDM approved or denied the request, he/she shall immediately notify the FRO
who shall prepare the response report.
1.1. The Office of the Executive Director and the PCMC Integrated FOI and Data Privacy
Team shall be furnished with a copy of all actions on FOI requests, whether approved
or denied.

2. The FRO shall:
2.1 In case of approval, ensure that all records that have been retrieved and considered
are checked for possible exemptions, prior to actual release;
2.3 Prepare the letter or email informing the requesting party within the prescribed
period that the request was granted and be directed to pay the applicable fees, if any.
2.4 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.
2.4.1 The notice shall clearly set forth the ground or grounds for denial and the
circumstances on which the denial is based
2.4.2 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.
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PURPOSE:

To establish policies and procedures, implement, and monitor documented information

on the Remedies in Case of Denial of Request for Information.

SCOPE:

This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:

All PCMC personnel shall abide by the policies and procedures on the Remedies in Case

of Denial of an FOI request.
PROCEDURE:

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

L

Administrative FOI Appeal to the PCMC Central Appeals and Review Committee;
provided that the written appeal must be filed by the same requesting party within fifteen
(15) calendar days from the notice of denial or from the lapse of the period to respond to the
request.

. Denial of a request may be appealed by filing a written appeal to PCMC Central 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 a verified and duly
notarized :

3. The appeal shall be decided by the Executive Director upon the recommendation of the

Central Appeals and Review Committee within thirty (30) working days from the filing of
said written appeal. Failure to decide within the 30-day period shall be deemed a denial of

the appeal.

4. Upon exhaustion of administrative FOI appeal remedies, the requesting party may file the

appropriate judicial action in accordance with the Rules of Court.
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information

on the Tracking System Request.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
All PCMC personnel shall follow the policies and procedures on the Tracking System

Request for FOL

PROCEDURE:

PCMC 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.

All FOI requests received by PCMC shall be encoded in the following tracking systems:

1. eFOl.gov.ph; and
2. FOI Registry, using the excel file prepared by the Department of Information and
Communication Technology.

All designated Unit FROs shall submit their accomplished FOI Registry to the PCMC
Integrated Data Privacy and FOI Team Secretariat every second Monday of the month for
monitoring and evaluation of FOI implementation.
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information

in collecting fees, if any.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
All PCMC personnel shall abide by the polxcxes and procedures in collecting fees, if

any, for FOI requested documents.

PROCEDURE:

1. PCMC shall not collect any fee for accepting requests for access to information. However, a
reasonable cost of reproduction and copying of the information shall be determined. The
schedule of fees shall be posted by PCMC through its website.

2. The FRO shall:
2.1 Immediately notify in writing the requesting party in case ‘there shall be a
reproduction and copying fee in order to provide the information.
2.1.2 Such fee shall be the actual amount spent by PCMC in providing the
information to the requesting party.
2.2 Issue an official receipt (OR) to the requesting party upon payment of fee and the
said OR shall be presented in the releasing of documents.
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information
on Administrative Liability that may be incurred in the processing of FOI requests.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
All PCMC personnel who failed to comply with processing of the FOI request will be
sanctioned based on the administrative liability covered by Civil Service Rules.

PROCEDURE:

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

1 Offense - Reprimand;

2™ Offense - Suspension of one (1) to thirty (30) days; and

3" Offense - Dismissal from the service.

2. Procedure. The Revised Rules on Administrative Cases in the Civil Service shall be
applicable in the disposition of cases under this FOI People’s 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.
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Introduction to FOI

1. What is FOI?

Freedom of Information (FOI) is the government’s response to the call for transparency
and full public disclosure of information. FOI is a government mechanism which allows
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.

2. 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. This Executive Order
was issued and signed by President Rodrigo Roa Duterte on July 23, 2016.

3. 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.

Making a Request

4. Who can make an FOI request?

Any Filipino citizen can make an FOI Request. As a matter of policy, requestors are
required to present proof of valid identification.

e
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5. 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.

6. What agencies can we ask information?

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

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

7. How do I make an FOI request?

7.1 The requestor fills up a request form and submits this to the agency’s FRO.

7.1.1 The FRO shall validate the request and forward the request to the Secretariat
who shall log it accordingly on the FOI tracker form.

7.2 If deemed necessary, the FRO may clarify the request on the same day it was filed,
such as specifying the information requested, and providing other assistance needed by
the Requestor. A

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

7.4 The request shall be forwarded to the officials concerned to locate the requested
information.

7.5 Once all relevant information is retrieved, officials will check if any exemptions
apply, and will recommend appropriate response to the request.

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

7.7 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.

8. How much does it cost to make an FOI request?

There are no fees to make a request. But the agency may charge a reasonable fee for
necessary costs, including costs of printing, reproduction, and/or photocopying.

9. What will I receive in response to an FOI request?

You will be receiving a response either granting or denying your request. If the request is
granted, the information requested will be attached, using a format that you specified.
Otherwise, the agency will explain why the request was denied.
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10. 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.

11. 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 Central Appeals and Review Committee within
fifteen (15) working days from the lapse of required response period. The appeal shall be
decided within thirty (30) working days by the Central 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.

12. What will happen if my request is not granted?

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

After all administrative remedies have been 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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MALACANAN PAL ACT
ARANIL A

BY THE PRESIDENT OF THE PHILIPPINES
EXECUTIVE ORDER NO. ¢~

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE
POLICIES OF FULL PUBLIC DISCLOSURE AND TRANSPARENCY
IN THE PUBLIC SERVICE AND PROVIDING GUIDELINES
THEREFOR

WHEREAS, pursuant to Secton 28 Artcle 1f of the 1987 Constitution, the
Sitate adopts and implements a pohcy of full public disclosure of all its transactions
mnvolving public nterest, subject to reasonable conditions prescnbed by law

WHEREAS. Sechon 7 Article 11 of the Constitution guarantees the nght of the
peopie to information on matters of Pubhc coneen

WHEREAS, the incorporation of this nght in the Consttution s a recognition of
the fundamental role of tfree and open exchange of nformaton n a democracy. meant
to enhance transparency and accountatuhty in government official acts. transachons
of decisions

WHEREAS, e Executive Branch recognires  the wgent need to
vperatonabze these Constitutional provisions

WHEREAS the President, under Section 17 Asticte VI af the Conshtution.
has control over all executive deparntments burcaus and offices, and the duty to
ensure that the laws be faithtully executed

WHEREAS, the Data Privacy Act of 2012 (RA 101 73). including s
Implementing Rules and Regulations, strengthens the fundamenta! human nght of
privacy and of commumication while ensunng the free flow of informaton 1o promote
innovaton and growth

NOW., THEREFORE, I, RODRIGO ROA DUTERTE. President of the

Fhulippines. by wvirtue of the powers vestod in me by the Constitution and existing laws .
a0 haereby order

THIL PRESIDENT OF LU PO IPPINES
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the need to do so anses, for circulanzation as heremabove stated

SECTION 5. Availability of SALN. Subject to the provisions contained in
Sections 3 and 4 of this Order, all public oftcials are reminded of their obligation to file
and make avallable for scrutiny therr Statements of Assets. Liabilities and Net Worth
{SALN) n accordance with existing laws rules and requiations. and the spit and
letter of this Order

SECTION 6. Application and Interpretation. There shall be a legal
presumption i favor of access to nformation. public records and official records No
request for information shall be demed unless it clearly falls under any of the
exceptions isted in the inventory or updated inventory of exceptions circulanzed by
the Office of the President as provided in Section 4 hereof

The determination of the applicabiity of any of the exceptions 10 the reques!
shall be the responsibility of the Head of the Office which has custody or contro! of the
nformation. public record or official record. or of the responsible central or field officer
duly designated by him in writing

In making such determination, the Head of the Office or his designated officer
shall exercise reasonable ditgence to ensure that no exceplion shall be used or
availed of to deny any request for information or access 1o public records or official
records f the demal is intended pnmanly and purposely to cover up a cnme
wrongdoing, graft or corruption

SECTION 7. Protection of Privacy. While providng access 10 information.
public records, and official records. responsible officials shall afford full protection to
anindividual's nght to privacy as follows

(a)  Each government office per Section 2 hereof shall ensure that personal
nformation in its custody or under its control 1s disclosed or released
only if it is maltenal or relevant to the subject matter of the request and
its disclosure 1s permissible under this Order or existing laws. rules or
regulabions

(b)  Each government office must protect personal information in its custody
or control by making reasonable security arrangements aganst leaks or
premature disclosure of personal information which unduly exposes the
mdividual whose personal nlormation 1S requested to wilification,
harassment. or any other wronglul acts, and :

(c)  Any employee or official of a government office per Section 2 hereof
who has access authonzed or unauthonzed. to personal information in
the custody of the office must not disclose that information except when
authonzed under this Order or pursuant to existng laws. rules or
reguiations

SECTION 8. People’s Freedom of Information (EOI) Manual. For the
effective implementation of this Order. every government office 1s directed to prepare
within one hundred twenty (120) calendar days from the effectivty of this Order its

3
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own People’s FOI Manual. which shall include among olhers. the following
nformation

(a)  The location and contact mtormation of the head, regional. provincial,
and field offices. and other established places where the public can
submit requests to obtain information.

(b)  The person or officer responsible for receving requests for information,

(c)  The procedure for the filing and processing of the request. as provided
in the succeeding Section 9 of this Order,

(d)  The standard forms for the submission of requests and for the proper
acknowledgment of such requests;

(e)  The process for the disposition of requests,

() The procedure for administrative appeal of any denal of request for
access to information. and

(9)  The schedule of applicable fees

SECTION 9. Procedure. The following procedure shall govern the filing and
processing of requests for access to infermation

(@)  Any person who requests access lo information shall submit a written
request lo the government office concerned The request shall state the
name and contact information of the requesting party, provide vald
proof of his dentification or authorization, reasonably describe the
information requested, and the reason for or purpose of, the request for
nformation: Provided, that no request shall be denied or refused
acceptance uniess the reason for the request is contrary to law, existing
rules and regulations, or il is one of the exceplions contaned in the
inventory of exceptions as heremabove provided

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

(€)  The request shall be stamped by the government office, indicating the
date and time of receipl and the name, rank, ltle or posihon of the
recewving public officer or emplayee with the corresponding signature,
and a copy thereof furmished to the requesting party Each government
office shall establish a system to trace the status of all requests for
infarmation received by it

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

(e) The penod to respond may be extended whenever the information
requested requires extensive search of the government office’s records
facilites, exammnation of voluminous records. the occurrence of
fortutous events or other analogous cases The government office shall

4
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notify the person making the request of such extension, setting forth the
feasons for the extension In no case shall the extension go beyond

twenty (20) working days counted from the end of the original period.
unless exceptional circumstances warrant a longer penod

(N Once a decision 1s made to grant the request, the person making the
fequest shall be notified of such deasion and directed to pay any
applicable fees

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

SECTION 11. identical or Substantially Similar Requests. The government
ofiice shall not be required 1o act upon an unreasonable subsequent identical or
substantally similar request from the same requesting party whose request has
already been previously granted or demed by the same government office

SECTION 12. Notice of Denial. If the government office decides to deny the
request wholly or partially, it shall, as soon as practicable and vathin fiteen (15)
working days from the receipt of the request, notify the requesting party of the demial
nwriting The notice shall 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 penod herein provided shall be deemed a
denial of the request for access to information

SECTION 13. Remedies in Case of Denial of Request for Access to
Information. A person whose request for access to information has been dened
may avail imself of the remedies set forth below

(@)  Demal of any request for access 1o information may be appealed to the
person or office next higher in authonty, following the procedure
mentioned in Section 8 (f) of this Order Provided, that the wntten
appeal must be filed by the same person making the request within
fifteen (15) calendar days from the notice of denial or from the lapse of
the relevant period to respond to the request

(b)  The appeal shall be deaded by the person or office nexl higher in
authonty wathin thirty (30) working days from the fitng of said written
appeal Failure of such person or office to decide within the afore-slaled
penod shall be deemed a denal of the appeal

(€} Upon exhauston of administrative appeal remedies, the requesting

party may file the appropnate judicial action in accordance with lhe
Rules of Count

SECTION 14. Keeping of Records. Subject o existng laws, rules, and
reguiations, government offices shall create and/or maintain aceurate and reasonably
compiete records of important information in appropniate formats. and implement a

5
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fecords management system thal faciitates easy dentfication, relneval and
communication of information to the public

SECTION 15. Administrative Liability. Falure to comply with the provisions
of tius Order may be a ground for adminstrative and disciphnary sanctions agamst
any emng public officer or emplayee as provided under existing laws or regulations

SECTION 16. Implementing Details. All government offices in the Executive
Branch are directed to formulate thew fespective implementing details taking into
consideration thew mandates and the nature of wformation in their custody or control.
within one hundred twenty (120) days from the effectivity of this Qrder

SECTION 17. Separability Clause. if any section or part of this Order 1s heid

unconstitutional or invalid, the other sections or provisions not otherwise affected
shall reman in full force and effoct

pending further review

SECTION 19. Effectivity This Order shall take effect immediately upon
publcation in a newspaper of general arculation

Done, in the City of Mania, this 2314 day ot July n
the year of our Lord Two Thousand and Sixteen

By the President

~ 1 C

SAL C. MEDIALDEA
Execulive Secretary

BEPUBLIC OF THE PRILIFFImas
rann 2014 OPOYSE
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Republic of the Philippines
Department of Health

Philippine Children’s Medical Center

Integrated Management System Manual Effectivity Date:
N 03 September 2018
Level II: Policies and Procedures on Freedom of Information (FOI) n Document Code:
' DOFO-PCMC-QP17
Department/Center: Director’s Office B Revision Revision No.
Process Owner: Integrated PCMC FOI and Data Privacy Task Force |[JNew 01
. , ’ Supersedes: Copy # 1
Title: AN]\FX C - Scanned Copy of the PCMC MCM No. 82 S5.2017 Initial Doc
Creating the Designations and Reglamentary Function for the Page 1/2
Integrated FO/Data Privacy Act Officers )

Republic of the Philippines
nt of Health
PHILIPPINE CHILDREN'S MEDICAL CENTER
Quezon Avenue, Quczon City

19 September 2017

MEDICAL CENTER MEMORANDUM
No f1 s 2017

SUBJECT Reglamentary Functions for the Integrated Freedom of Information (FOIYData
Privacy Act (DPA)

As reglementary functions per EO No. 02 s. 2016, Freedom of Information and Data Privacy Act of
2012, the following arc hereby designated wath their respective responsibilitics:

DESIGNATION NAME & POSITION | FUNCTIONS |

Privacy Information . Julius A Lecciones, MD, ——T Shall have over-all authority and "
Controller (PIC) and | MHSA, MPM, MScHSM, ' accountability pertaining to the Data .
FOI Champion (FC) | CEO 111 Privacy and FO! Programs
Executive Director information and implementation l
Data Privacy Officer (DPO) | Grace J Dela Calzada, RMT, | Shall conduct evaluation of all !
and FOI Decision Maker MD, MM, MPM, requests for information and has
(FDM) Head, QMO authority to grant the request fully or l
{ partially, or deny such request bascd |
| on critena stipulated in the Data
‘ Privacy Act of 2012 and EO 2 on
' FOL
rﬁw-acy‘lnfocﬁ-;uon . Ronnel P. Dimaala « Shall receive all requests for
| Processor (PIP) and Computer Operator 111 information” and “‘forward the
| FOI Recerving Officer same to the appropriate office who
| (FRO) - (Main PIP and i has custody of the records or
FRO) | ' information/data,
« Shall monitor appeals through the
CARC* and provide assistance to
i the FDM, conduct initial
‘ evaluation of the request for
l nformation to advise the
! requesting party if the request will

| be forwarded to the FDM for

further evaluation or deny the ;
| request basced on a) incomplete i
| form, or b) the requested :
information is already disclosed in |
the PCMC or DOH (sic) website.
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i i i where information
The Professional Services, Nursing Services, Hospital Support Services ) !
cmanates shall recommend their respective PIP, one who has access 10 data/information required for

approval of the Executive Director and with the following functions:

| Shall submit an updated statistical report of Data/FOI requests to the PCMC Data Privacy
and FOI Team Secretariat on a monthly basis. ) )

2. Shall secure clearance from their respective Deputy Dircctors for the datnlnnfotgnal;m:i ::
be released or denied upon approval of the Execunive Director (_PlC/'FO! Champion) p
1o release, copy furmish the DPA/FOI Secretariat for recordkeeping and mounitonng.

i i Level: who shall be
“Central Appeals and Review Committee (CARC), must be Director v |
responsible to review, analyze, and recommend expert advice 10 the Executive lgge:;m (ffg‘l‘
Champion), to grant or deny request of information by any requesting party within ys
filing of written appeal.”

The PCMC CARC shall compose of the incumbent Deputy Directors, namely .
Chairman : DDPS Vicente Patricio R. Gomez, MD

Members : DDNS Amelinda S. Magno, RN, MAN, PhD
DDHSS Jara Corazon O. Ehera, MPM, CEO VI

This order rescinds any other issuances contrary to this memorandum and issued in the interest of the
service is declared official and made of record.

JULIUS A. CCIONES, MD, MHSA, MPM, MScHSM, CESO 11l
Executive /4,

* Acting DDHSS is Dr. Vicente R. Gomez, vice the retirement of Ms. Jara Corazon O Ehera

Prepared by: Reviewed by: Approved by:

MARIA CR%[NA!C, NATONTON, RN GRACE J m% MD, \

p MM.MPM JLIUS A. LEAC
Lead Secretariat JULIUS A. LE

FOI Decision Maker and Team Lead FOI Champi
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Republic of the Philippines
Department of Health

Philippine Children’s Medical Center

Integrated Management System Manual Effectivity Date:
03 September 2018
Level II: Policies and Procedures on Freedom of Information (FOI) Document Code:
DOFO-PCMC-QP18
Department/Center: Director’s Office B Revision Revision No.
Process Owner: Integrated PCMC FOI and Data Privacy Task Force |[JNew 01
Title: ANNEX D — Scanned Copy of the Creation of the PCMC Supersedes: Copy # 1
Integrated Data Privacy and FOI Team Initial Doc Page 172

Republic of the Philippines
Department of Health

PHILIPPINE CHILDREN’S MEDICAL CENTER

19 September 2017

Quezon Avenue, Quezon City

MEDICAL CENTER MEMORANDUM
No. _fl s 2017

SUBJECT. PCMC Integrated Data Privacy and FOI Team and Other Designations for the

Two Programs .

To integrate programs implementation for the Data Privacy Act of 2012 and Freedom of Information,
Executive Order No. 02, 5.2016, Medical Center Order No. 258 5.2017 is hereby reconstituted and
amended, as follows.

Effective immediately, the following are hereby designated as PCMC Integrated Data Privacy
and FOI Team with the responsibility and authority to study, implement, and operationalize the
complementarity of the Data Privacy Act of 2012 and Freedom of Information Programs of
government, namely:

Team Lead 3
Team Associates -

Secretariat:

Grace J. Dela Calzada, RMT, MD, MM, MPM
Sonia B. Gonzalez, MD, MPM
Neonita T. Benafin, RPh, MScHSM
Remedios O. Salonga, RN, MPM
Arnel P. Distor, COE, MBA

Nowell M. Edles

Emma A. Mariano, CPA, MGM
Edna B. Ruezo, CPA, MPM

Odeth A. Villegas, CPA

Charito L. Maiquez

Mary Grace E. Morales, MPA

Maria Cristina Estrelin C. Natonton, RN
Mirasol C. Bustamante, RN

The PCMC Integrated Data Privacy and FOI Team shall have the following responsibilities in
accordance with Executive Order No. 02 s. 2016 and Data Privacy Act of 2012;

e Facilitate PCMC-wide awareness on the integrated implementation of two programs of
government,
¢ Recommend and implement uniform information tracking, monitoring, and evaluation
system;
e Prepares the procedure for filing and processing of request;
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. Prmrbelnfwmﬁmhwmykegﬁuydmmvedbyﬂnﬁmuﬁvem.
prior to online submission by OHICS;

g SnbmitreguhperiodicwpmsmhelixecuﬁveDimmr,

. Condumeguh\mlidaionoﬁpdaedinfamaionpostedmdtPCMCwebsmz

. FacilimaﬂCompﬁuuRemimmsneededfwﬁmlymlmmmisdmbd:
hmmamummommomamdnmmmmm
includingpupnionoflthCMCFOImdDPAMmk;

. CWM«MMWMMMPCMCMMWW
as required or when necessary;

g vaidemudwpponmdeCMCsmﬂmdiuwblknbomDahivacyndFOI
in the context of PCMC; and ;

. Hmﬂmmhﬂmmmmfumvalbymdmnmbimam
effectively implement both programs.

Tbisudumindsmymhuismmmﬂmymmismm«mdmmdisuedMnMoﬂhc
service is declared official and made of record.

JULILS ﬁiﬁ(onm MD, MHSA, MPM, MScHSM, CESO 111
st s

Prepared by: Reviewed by: Approved by:
%W- Jasd “ANNS. oL "
MARIA CRISUINA C. NATONTON, RN GRACE J. MBZADA, MD, MMMPM | JULIUS A. LECRIONES, MD, MPM, MHSACESO IIT

Lead Secretariat FOI Decision Maker and Team Lead FOI leampil n
PCMC Integrated FOI and Data Privacy Team | pCMC Integrated FOI and Data Privacy Team Executive Director
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Republic of the Philippines
Department of Health
Philippine Children’s Medical Center

Integrated Management System Manual Effectivity Date:
03 September 2018
Level II: Policies and Procedures on Freedom of Information (FOI) n Document Code:
DOFO-PCMC-QP19
Department/Center: Director’s Office M Revision Revision No.
Process Owner: Integrated PCMC FOI and Data Privacy Task Force |[JNew 01
Supersedes: Copy # 1
Title: ANNEX E — List of Exceptions to FOI Request Initial Doc Page 1/1

List of Exemptions from granting the FOI request as stated in the EO 02, s. 2016
Updated as of 23 January 2017 by the Presidential Communications Operations Office

The following are the exceptions to the right of access to information, as recognized by
the Constitution, existing laws, or jurisprudence':

Information covered by Executive privilege;

Privileged information relating to national security, defense or international relations;

Information concerning law enforcement and protection of public and personal safety;

Information deemed confidential for the protection of the privacy of persons and certain

individuals such as minors, victims of crimes, or the accused:;

5. Information, documents, or records known by reason of official capacity and are deemed
as confidential, including those submitted or disclosed by entities to government
agencies, tribunals, boards, or officers, in relation to the performance of their functions,
or to inquiries or investigation conducted by them in the exercise of their administrative,
regulatory or quasi-judicial powers;

6. Prejudicial premature disclosure;

7. Records of proceedings or information from proceedings which, pursuant to law or relevant

rules and regulations, are treated as confidential or privileged;

8. Matters considered confidential under banking and finance laws, and their amendatory

laws; and .
9. Other exceptions to the right to information under laws, jurisprudence, rules and regulations

a0 1

! These exceptions only apply ro governmental bodies within the control and supervision of the Executive Department. Unless
specifically identified, these exceptions may be invoked by all officials, officers, or employees in the Executive branch in
possession of the relevant records or information.

Prepared by: Reviewed by: Approved by:
MARIA CR A C. NATONTON, RN GRACE J Y A, MD, MMMMPM | JULIUS A. LECCJONES, MD, MPM, MHSA,CESO ITI
Lead Secretariat FOI Decision Maker and Team Lead FOI Champi

[ PCMC Integrated FOI and Data Privacy Team PCMC Integrated FOI and Data Privacy Team Executive Director
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Republic of the Philippines
Department of Health

Philippine Children’s Medical Center

Integrated Management System Manual

Level II: Policies and Procedures on Freedom of Information (FOI) n

Effectivity Date:
03 September 2018

Document Code;
DOFO-PCMC-QP20

Department/Center: Director’s Office B Revision Revision No.

Process Owner: Integrated PCMC FOI and Data Privacy Task Force | [JNew 01
Supersedes: Copy # 1

Title: ANNEX F - FOI Request Flow Chart from the PCOO Initial Doc Page 1/1
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s reguired s the reguosting party for extension ®

b oo en ek ms e e e e e e -

.
e
( Making Decision

e I

DM decides aither
10 approve or doeny

Helcave
Intormation/Recors

the RO who shall

-
.
.
.
the request, e shall M
.
.
proeparo the response :

'
.
'
'
+ imimediately notity
'
'
.

Figure 1: FLOW CHART PROVIDED BY THE PCOO. THIS

IS DOWNLOADABLE

| Reviewed by:

XX~ =" o
GRACE J /\%:ﬁ) MM MPM

|
FOI Decision Maker and Team Lead j
, PCMC Integrated FOI and Data Privacy Team i

Lead Secretariat
PCMC Integrated FOI and Data Privacy Team
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\
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Kepubfic of the FPhilippines
Department of Health
Philippine Children’s Medical Center

Integrated Management System Manual Effectivity Date:

03 September 2018

Level II: Policies and Procedures on Freedom of Information (FOI) n Document Code:
DOFO-PCMC-QP21

Department/Center: Director’s Office M Revision Revision No.
Process Owner: Integrated PCMC FOI and Data Privacy Task Force [JNew

01

Title:

Supersedes:

Copy # |

INEX G — Downloadable FOI Request Form from PCOO Initial Doc

Page 1/4

What is Executive Order No.2s. 201672 What is Freedom of Information?
On Jduly 23, 2076, Preaident Rodnge Roa Dotarte signed Tha FOI EQ s ar smporiant enabling mechanism to aro
Exsculive Ovder No A RO APOWN A% The Freagom af intor MOl LHADADATENCYy N IRe QOvVerament s adaumateative
auor (FON Executive Orowr (EC). It uphoias the constity process. Through FOIL ziizens are empowerod 0 Ma«e o
10 Wormanion an matters o' subii frmi roguest o g AMormation e d Oy 1he
mant, barring r r e arg .mporn
o4 10 the natior e FOn
cowars 8l governmant pttices urder tinuing pr tive S RCIOSUre
nalgging goverament cwnead ar RgONcies are Quly boung ¢ Dhah

. state univerkihes Spinit of gpanness and LTROSEAr«ay
and collages (SUCs: 1 reguires 3 esecutiye departments
ROMCes. Dureaus 200 oMices o make pubhic recosds Freedom of Intarmatan & an otagral sisment af Pres:-
cantracis, \racactians anid sny nigoeation requested by 1ent Duterta s Good arnarce Pan agned o reforms
a meamasr ot the pub eaceEDt lor tenan ve nlarmation AN WAtvAas TN pUrtue grapter TARSDArancy M
and matters attlecting rationa' security Countabi ty arg otizen particpaton N govemance

Who is oversecing the implementation of FOI Executive Order No. 27
Comurications Operatiors O¥ics (PCOCH iz ovar-sesing the impiementalior
B @80 (QRpOnsIDI¢ 10r Mo doIng compliance ant pesfoemunce of @il gover

" the President
i progeam

MAKING AN FOI REQUEST

Who can make an FOI request? What information can | request for
un make an FOI through FOI?

Tre Office 0f 1ne Prasident 1t
and oper a1
TNt AQeNCies

Unger the & EDC, any Fuipune citizen ©

raquest. As a matar of policy Questing part.es are (e Intormstion, o al records. pubie recards

quired o present proof of dent ton (8.9 . passport, ments. a a pertasing 10 official acts, (g

rive cerme,. SSS 10 voterss 1D in the supmssian of TORS Or CACMONS. A% well as 10 governmert

an FOI request darta useo as basis ‘or policy develoomaent, subje
EXCRDOUONS NBCASANrY TO pIrDTECT Az ial puDl 0 Qr oo

Which agencies can | request by e losino

i srmation from? < :
nformat € Is there an online alternative to
An FOI request can be mate 1o any govarnment aftce

Cnciee e B Binnch. eohiting But ner Tinied making an FOI request?

to the nations! government and afl its o®ices, cepan- Yau may chooss 0 LUl out an oceline appicatidon of
meanty, Suresuy Hices. and ingtrumentalities, iInclud Inigov oh atter 2igning UP an sccaunt. You wi) alsc
iNg government 8d or controlled corparations. anag need to wpioad » h? copy 0f yOour government- Sauod

slate ur rSilies and colleges 10 upon reg utration

What is the procedure for making a valid FOI request?
To make a valid request, yvou must:

* Place your request In witting. Ensure 10 state your full name. comac! nformation angd pra
ued 1D as 00! of your dent ity You Can use the attached for or send & eiter

vitde & valid caopy of yaur govern
NG yOUr reguest submtted

the concerned agency ar by emac!

- Describe in detor The documents you wish 10 acoess, end

* Includs the prafacrad mode af ComMUNCANAr N Or3sr $o De Ferted about 1he STaTus OF youf 18quest. &5 wall 'a pratened
mode B reca ving he documants. sSPoulS your reguest be grantaa

FEES

How much does it cost to make an FOI request?

There are NO FEES ‘or making an FOI raquest An apgency howaver may charge & masansbie fes or nacessary ~osts
FASOCINIEd wilh DrOCeEssS g A request NCiudmg COosTs of DRRNing, dalvery, TERrOdLETON Aard/or DROIDCGDYI MY

dom of Jo o

(
N

ONTR

g
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FPlesse
hmuﬂlllr -My.ﬁoux tQ)Mp

YOu are reguired 10 Supply your name ano sa0réss 107 corréspondance A oNa!l CONLACT detals wiil

help us dea! with your appliication and correspond with you i the manner you prefer

1. Title 1e.g. Mr. Mrs. M3, Miss) 2. Given Name/s (inciuding M | 3. Surname
- .
4. Complete Address 4pt/House Number, Street, City Municipaliry Pravince)

-
. Landhine/Fax 6. Mobile 7. Emanl

o

8. Prelerred Mode ot Communication ianctine [ Mobie Number Oemas O Posial acdrows

iy L2 U SRR TP 3 we witt by sending he dos u
9. Prelerred Mode of Reply O emat DDrax [0 Postat Addgress [ Pick-Up st Asescy

10 Tyru-' of 1D Given (Pleave ensure O passport 0 Orver's License [ 885 10 O postal 10 Dlvaters

yi cOntain y {

signoture ‘ n DE M { n Company 1D n-‘an--.

11. Agency - Connacting Agency

(¢ appiicabie . -
12. Title of Document/Recorg

Requested (Pleuse be as detaiivd g -

possibie)

13. Date or Period (O0/Mat ¥ -

14. Purpose e

15. Documant Type K

16 Relerence Numbers (1 dnows -

17 Any other Relevant Information o
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PROCESSING TIMES

When can I expect to receive a Can an agency request for a time
response to an FOI request? extension?

ED. the stendary process ng tme 5 Sleen 7 BOME CaseR 3N Agency M3y Naed more Lime 10 TRVew

8" erienggn ¢

g days. During th's me. you will be contacied your reQues! and thereby

ST USS! ITTIOUGT your poetarred MmOode PraLessing pennd Lindet 3uch CHTUMSIANCes 30 agency

$ parmitted 1o extand an sdditional twenty (20) working
Shoud the resd §ise

f yOur reQues! IS Drantes, You car expact to raceve e = A
Socuments either throegh re0uiar Mgl Or emal, Of De 1& Can | have my request expedited?
collect 1he documents at the off.ce you had ap There (5 no process by which regquests can Se exp
ad 1o, Othera:se he 30e7Cy » expia why yow

rsquest .« delayed or dered.

quested b
reviewesd equd 'y ©F 3 case-l
fifteen {15) worsing day proce

Dot og ram the U/ of rece

COMPLAINTS HANDLING

What if you are not happy with how the agency has handled your request?

Denal of any

Quest for access tq inlormatio

ng e procedure nJiCatel o the Agency FC

may be appeaied (0 the person or offica maxt highar » the authordy, ‘cllow
J3l, prave 1hat the wollen Jppeal mi
makong tha requast wimin itsen |5 caencar days from the rotce of derial or from the lagse of the reiavant parod k

spong 1a e ragues!

me PErson

The 3ppeal wril D¢ Celwied DY 1he person Or offiCe nix! hgher 1 authonty withn thaty 110 work ng days from e Liing o

58.Q wriiten apoeal Failure of such persor ar ofca 10 decice within the ora-stated peron sha'l be deamed a Jenis of
e appee

Ucon exhaust:on of agminstrat @ regquesting party may bie the appropriate case in the proper courts

IMPORTANT INFORMATION

Privacy Copyright

Once dsamas vaidl your ntormation rom your A0p La-

ot 1ng Intelieciual Progety Coge
tion wi! b2 used by he agency you have apphed o, o as ameadad), No copy-
Sea’ with your agplicatian as ! 1he GovemTent of the
formation Execut:ve Orger No. 2 Ph However prior approval af the gavaramant
gercy or office wherein 1he work @ created £hall be foc

Bt Sut 1 The Freedom of In

' the agency g ves you acsass 1o a document. and f 1ha essary for axplodtation of sech work for profit. Such

jocumesl cartains NS peradnal informalion about vee agercy of office may, among othes things. /mpPOsSY as 3
the document may he peblished aniine in the Agency's tonddion the payf
pSure (0g, along wiih your mame and 1he date you ap conntions shal be required for 1he use of any purp

ent of royalties. Na pror appraval o

se of

pHes, and. 1’ angthet ocerson. company

" SIaTutes rules Ang reguAdl ONS, ALY steeches lectures

benglit brom the documents sgugM, the name of 59 LeIMoNs.  agdoras
PErSON. antily oF DOy resd or rengdared @ Courts of ustice, before agmmnagtes

tive agencias, n dalibarative assemblies and in meetings

aned dmsatatiors. proscuncad
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Gwciare that &
The iatormation provided 'n 15e 10sm is cOmplata And Correct

Nave read (e Privady Noticw,

Nave preseated ot least one (11 GOver et - ianged 1D 10 sataty ian proot of my Jgentity

PR

.-

| UnderStand 191 11 % 3n OMenEe 10 ove MENISRGING NI Matiin ABOWE My idenlity. and thal Soing e ™ay
renuit in 2 decision ta reluse o process Ty apptoeastion

Sgnature = .
Oste Accamphished Ol sMas ¥y s
Name frinr mamme -

Agenuy Cuonnocting Agency

Wi » viberwae hA - o
Date entersa on oF Oy ey <

Mer wive N =
Proot o 10 Prosentess PR L sy w [Ysasspoer [ PR . enne L3 £} sninn {
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Figure 2: FOI REQUEST FORM PROVIDED by the PCOO - Downloadable Form
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To establish policies and procedures, implement, and monitor documented information on
the FOI Registry Report
SCOPE:

This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:

All concerned PCMC personnel shall abide by the FOI Registry Report Template

provided by the PCOO for completion and submission on its due date.

PROCEDURE:
The PCMC Integrated FOI/DPA Team Secretariat shall be responsible for completing
this Report Form, secure the Executive Director’s signature for his approval, and for the Office
of the Director to email timely submission to the PCOO, complying with the latter’s schedule.
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POLICY:
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provided by the PCOO for completion and submission on its due date.

PROCEDURE:

The PCMC Integrated FOI/DPA Team Secretariat shall be responsible for completing
this Report Form, secure the Executive Director’s signature for his approval, and for the office
of the director email timely submission to the PCOO, complying with the latter’s schedule.
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PURPOSE:
To establish policies and procedures, implement, and monitor documented information on

on the Agency Information Inventory Report.

SCOPE:
This document covers all PCMC personnel involved in the process of FOI requests.

POLICY:
All concerned PCMC personnel shall abide by the FOI Summary Report Template
provided by the PCOO for completion and submission on its due date.

PROCEDURE:

The PCMC Integrated FOI/DPA Team Secretariat shall be responsible for completing
this Report Form, secure the Executive Director’s signature for his approval, and for the office
of the director email timely submission to the PCOO, complying with the latter’s schedule.
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