
REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF SCIENCE AND TECHNOLOGY
PHILIPPINE SCIENCE HIGH SCHOOL SYSTEM

Agham Road, Diliman, Quezon City

FREEDOM OF INFORMATION
IMPLEMENTING DETAILS

SECTION 1:OVERVIEW

1. Purpose: The purpose of the FOI Manual is to provide the process to guide and
assist the Philippine Science High School System (PSHS System) as attached
AGENCY of the Department of Science and Technology (DOST) including its '16

regional campuses in dealing with requests of information received under
Executive Order (EO) No. 2 on Freedom of lnformation (FOl). (Annex "A")

ln this document, the PSHS System is referred to as the AGENCY and is used
interchangeably.

2. Structure of the Manual: This Manual shall set out the rules and procedures to
be followed by the AGENCY, and its 16 regional campuses, 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 the
Deputy Executive Director of the PSHS System and the respective Campus
Directors of the 16 regional campuses. The Executive Director, or the respective
campus directo(s), may delegate a specific officer to act as the Decision Maker
(DM) and 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 PSHS System and all its 16 regional campuses.

4. FOR Receiving Officer: There shall be an FOI Receiving Officer (FRO)
designated at the PSHS System Office of the Executive Director (PSHSS-OED).
The FRO shall preferably come from the Public Assistance or Information Office,
or its equivalent, of the PSHSS-OED / PSHS Campuses. The FRO shall hold office
at a designated area.

The functions of the FRO shall include the following

a. Receive, on behalf of the PSHSS-OED or any of its '16 regional campuses, all
requests for information;

b. Forward the same to the appropriate office who has custody of the records;
monitor all FOI requests and appeals;

c. Provide assistance to the FOI DM;
d. Provide assistance and support to the public and staff with regard to FOI;
e. Compile statistical information as required; and
f. Conduct initial evaluation of the request and advise the decision maker.

R
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SECTION 2: DEFINITION OF TERMS

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.

eFOl.gov.ph.The website that serves as the government's comprehensive FOI
website for all information on the FOl. Among many other features, eFOl.gov.ph
provides a central resource for the public to understand the FOl, to locate records that
are already available online, and to learn how to make a request for information that
is not yet publicly available. eFOl.gov.ph also promotes agency accountability for the
administration of the FOI by graphically displaying the detailed statrstics contained in
Annual FOI Reports, so that they can be compared by agency and over time.

lNFORMAT|ON.Shall 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 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 OF DlSCLOSURE.lnformation promoting the awareness and
understanding of policies, programs, activities, rules or revisrons affecting the public,
government agencies, and the community and economy. lt also includes information
encouraging familiarity with the general operations, thrusts, and programs of the
government. ln 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.

OFFICIAL RECORD/S. Shall refer to 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 publicly available data structured in a way that enables the
data to be fully discoverable and useable by end users.

PUBLIC RECORDS.ShaII include information required by laws, executive orders,
rules or regulations to be entered, kept, and made publicly available by a government
office.

PUBLIC SERVICE CONTRACTOR.ShaII be defined as a private entity that has
dealing, contract, or a transaction of whatever form or kind with the government or a
government agency or office that utilizes public funds.
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PERSONAL lNFORMATlON.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.

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

SECTION 3. GLOSSARY OF TERMS

ADMINISTRATIVE FOI APPEAL.An independent review of the initial determination
made in response to a FOI request. Requesting parties who are dissatisfied with the
response made on their initial request have a right to appeal that initial determination
to an office within the agency, which will then conduct an independent review.

ANNUAL FOI REPORT.A report to be filed each year with the Presidential
Communications Operations Office (PCOO) by all government agencres detailing the
administration of the FOl. Annual FOI Reports contain detailed statistics on the
number of FOI requests and appeals received, processed, and pending at each
government office.

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

EXCEPTIONS.lnformation that should not be released and disclosed in response to a
FOI request because they are protected by the Constitution, laws or jurisprudence.
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a. About an individual race, ethnic origin, marital status, age, color, and religious
philosophical or political affiliations;

b. About an individual health, education, genetic or sexual 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;

c. lssued by government agencies peculiar to an individual 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

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

FREEDOM OF INFORMATION.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 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 economrc
decision-making.



FOI GONTACT. The name, address and phone number at each government office
where you can make a FOI request.

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

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

FULL DENIAL. When the AGENCY or any of its regional campuses cannot release
any records in response to a 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.

FULL GRANT. When a government office is able to disclose all records in full in
response to a FOI request.

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
another track. Requests in each track are processed on a first in/first out basis.

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

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

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

PROACTIVE DISCLOSURE. lnformation 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 and mrssion.

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

RECEIVED REQUEST OR RECEIVED APPEAL. An FOI request or administrative
appeal that an agency has received within a fiscal year.
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FREQUENTLY REQUESTED INFORMATION. lnfo 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.



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. The process is called a "referral".

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

SECTION 4. PROMOTION OF OPENNESS IN GOVERNMENT

1 Duty to Publish lnformation. The AGENCY shall regularly publish, print and
disseminate at no cost to the public and in an accessible form, in conjunction
with Republic Act No. 9485, or the Anti-Red Tape Act of 2007, and through their
website timely, true, accurate and updated key information including, but not
limited to:

a. A description of its mandate, structure it delivers and the procedure and
decision-making processes;

b. A description of the frontline services it delivers and the procedure and
length of time by which they may be availed of;

c. The names of its key officials, their powers, functions and
responsibilities, and their profiles and curriculum vitae;

d. Work programs, development plans, investment plans, projects,
performance targets and accomplishments, and budgets, revenue
allotments and expenditures,

e. lmportant rules and regulations, orders or decisions;
f. Current and important database and statistics that it generates;
g. Bidding processes and requirements; and
h. Mechanisms or procedures by which the public may participate in or

otheruise influence the formulation of policy or the exercise of its
powers.

2. Accessibility of Language and Form. The AGENCY shall endeavour to
translate key information into major Filipino languages and present them in
popular form and means.

3. Keeping of Records. The AGENCY shall create and/or maintain in appropriate
formats, accurate and reasonably complete documentation or records, po cies,
transactions, decisions, resolutions, enactments, actions, procedures,
operations, activities, communications and documents received or filed with
them and the generated or collected.

SECTION 5. PROTECTION OF PRIVACY

While providing for access to information, the AGENCY shall afford full
protection to a person's right to privacy, as follows:
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a. The AGENCY shall ensure that personal information, partlcularly
sensitive personal information, in its custody or under its control is
disclosed only as permitted by existing laws;

b. The AGENCY 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 any employee or official who has access, whether
authorized or unauthorized, to personal information in the custody of the
AGENCY, shall not disclose that information except as authorized by
existing laws.

SECTION 6. STANDARD PROCEDURE
(See Annex "8" for flowchari)

1. Receipt of Request for lnformation.

a. The FOI Receiving Officer (FRO) shall receive the request for information
from the requesting party and checked compliance of the following
requ irements:

i. The request must be in writing;
ii. The request shall state the name and contact information of the

requesting party, as well as provide valid proof of identification or
authorization; and

iii. The request shall reasonably describe the information requested,
and the reason for, or purpose of, the request for information. (see
Annex "F")

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 government lD with photo.

b. ln 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.

c. 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
srgnature and a copy, furnished to the requesting party. ln 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.

d. The AGENCY or any of its regional campuses must respond to the requests
promptly, within the fifteenth (15) working day following the date of receipt
of the request. A working day is any day other than a Saturday, Sunday or
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a day which is declared a national public holiday in the Philippines. ln
computing for the period, Art. '13 of the New Civil Code shall be observed.

The date of receipt of the request will be either

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
lf 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.

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 rnstructions 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.

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.

2. lnitial Evaluation. After receipt of the request for information, the FRO shall
evaluate the contents of the request.

a. Request relating to more than one office under the AGENCY: lf a

request for information is received which requires to be complied with, of
different regional campuses, the FRO shallforward such request to the said
regional campus concerned and ensure that it is well coordinated and
monitor its compliance. The FRO shall also clear with the respective FROs
of such regional campus that they will only provide the specific information
that relates to their office.

b. Requested information is not in the custody of the AGENCY or any of
its regional campuses: lf the requested information is not in the custody
of the AGENCY or any of its regional campuses, following referral and
discussions with the FDM, the FRO shall undertake the following steps:

i. lf the records requested refer to another agency or department, the
request will be immediately transferred to such appropriate agency
or department 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 offices commences the day after it
receives the request.

ii. lf 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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c. Requested information is already posted and available on-line: Should
the information being requested is already posted and publicly available in
the AGENCY's 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.

d. 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
of such denial.

f. Role of FDM in processing the request: Upon receipt of the request for
information from the FRO, the FDM shall assess and clarify the request if
necessary. He or she shall make all necessary steps to locate and retrieve
the information requested. The FDM shall ensure that the complete
information requested be submitted to the FRO within 10 days upon receipt
of such request.

The FRO shall note of the date and time of receipt of the information from
the FDM and report to the AGENCY'S Executive Director, or the designated
Deputy, or Campus Director of the regional campus concerned, in case the
submission is beyond the 10-day period.

lf 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.

lf 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 determrnation.
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e. Transmittal of request by the FRO to the FDM: After receipt of the
request for information, the FRO shall evaluate the information being
requested, and notify the FDM of such request. The copy of the request
shall be forwarded to such FDM within one (1 ) day from receipt of the written
request. The FRO shall 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.

g. 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 AGENCY'S Executive Director, or the



designated Deputy, or Campus Director of the regional campus concerned
and ensure the transmittal of such to the requesting party within 15 working
days upon receipt of the request for information.

h. Request for an Extension of Time: lf 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. ln no case shall 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.

Notice of the Requesting Party of the Approval/Denial of the Request:
Once the DM 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 email All actions on FOI requests, whether approval or denial,
shall pass through the AGENCY'S Executive Director, or the designated
Deputy, or Campus Director of the regional campus concerned for final
approval and for endorsement to Board of Trustees (BOT) for information.

Approval of Request: ln 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 drrected to pay the applicable fees, if any.

k. Denial of Request: ln 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 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 period
herein provided shall be deemed a denial of the request to information. All
denials on FOI requests shall pass through the AGENCY'S Executive
Director, or the designated Deputy, or Campus Director of the regional
campus concerned.

SECTION 7, 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 DEPARTMENT Central Appeals and Review
Committee/BOT: 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
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a. Denial of the Appeal by the AGENCY'S Executive Director, or the
designated Deputy, or Campus Director of the regional campus concerned
may be appealed by filing a written appeal to the DEPARTMENT Central
Appeals and Review Committee within (15) calendar days from the notice
of denial or from the lapse of the period to respond to the request.

b. The appeal shall be decided by the DEPARTMENT Secretary/BOT 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.

c. The denial of the Appeal by the DEPARTMENT Secretary/BOT or the
lapse of the period to respond to the request may be Appealed further to
the Office of the President under Administrative Order No.22, s.2011.

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

SECTION 8. REQUEST TRACKING SYSTEM

The AGENCY 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 9. FEES

1 . No request fee. The AGENCY shall not charge any fee for accepting requests
for access to information.

2. Reasonable Cost of Reproduction and Copying of the lnformation. The
FRO shall 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 AGENCY in providing the information to the
requesting party. The schedule of fees shall be posted by the AGENCY.

3. Exemption from fees. The AGENCY may exempt any requesting party from
payment of fees, upon request stating the valid reason why such requesting
party shall not pay the fee.

SECTION 10. ADMINISTRATIVE LIABILITY

Non-compliance with FOl. Failure to comply with the provisions of this
Manual shall be grounded for the following administrative penalties:

a. l"tOffense - Reprimand
b. 2nd Offense -Suspension of one (1) to thirty (30) days; and

c. 3'd Offense -Dismissal from the service

1
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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.

Signed:

Lriii
I Er" V. HABACON

cutive Director
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BY THE PRESIDENT OF TIIt. PHILIPPINES

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

WHEREAS, pursuant io Se(:tron 28, Artrr:lr: ll ot the 19Bl' Constitutron, the
State adopts and implements a polirv of ftrll oubhi drsr:losurc of .rll rts trans;rctrons
involving pubhc rnterest subject Ic reasonable condrtro s prescrrbetl hy law.

WHEREAS, Sectron 7, Artljle lll of the Con-.,tituhor!.lLrarantees tlrc rqirl {ll llrt
people to rnformatton on matters of pulrlrr, oo,)cerl

WHEREAS, the incorporatlon ol lhrs {rqht rn lho r.-lonstrtutrorr rs a rer:ognrlrun of
the tundamental role of free ?od op1611 exchang€r ol ,nformatron rn a democrircy nreani
to enhance transparency and accountabrltv rn L;ovr-.rnrrrelrt official ;rr:ts transactrons
or decrsions

\lAl ,\{.,\Il/\\ |,\l \( l
14,\NI i .\

Illl.: l'lilrstl)l'\l r)l llll i'|lll.ll'l'l\l s

WHEREAS tire Exee r.ttt,.,,,. Liritnelr
operahonaljze thesL. Constttutron.il provrsrons,

recog,rres tlre urgent neer,1 tr:

WHEREAS, the Presr{leirt under Sectrorr I 7 Artlcle Vll ot the Constrlr,trorr
has control over all execLltrve depattments. brrreaus anij offices and the dutv lo
ensure that the laws be farthtullv execruted

WHEREAS, the Data Prv.icy Ad of .lt-j'!2 ,l: A 10i /:il lnii[r(lllrr] i1-\

lmplementing Rules and Regulatrons strenglhens ttrt: lrrndatrerttai i]unl.tn !lht c]l

pnvacy and of comnrunlcatron whrli'crrsuring the tree tlow (lf lrfornt;rtron to protllote
lnnovation and growth,

NOW THEREFORE, l, RODRIGO ROA DUTERTE. lJresrderri lJ riril
Phrlippines, by vtfiue of the powets vestetl rlr |lr,] f]V thL (lonstrttlhorl antl cxtsltttrl lalv:;

do hereby order

\".,-./



SECTION 1. Definition. For thc purposc ()t thrs l-xecuttve Order, the loliowln!]
terms shall nrean

(a) "lnfornlation sllilil Ir)eaIl any re(,,)tds du(tUrrenfs l)..tpLtrs, l()l.lrlrts
letlers, contracts, r'nrrrutc:: ancl b anscr rpls of official mectrnqs, rIaps.
books, photographs, data, resenrdr nraterials. liirrs solrnd and vrdco
recordrngs, magnetic,Jr other tapt,s. electronrc data con'rputer storpd
data, or any other like or simrlar rlata or rnatenals recorded stored or

archived rn whatever formal. wlrettrur offlrne or onhne whrLrlr are rrade
received, or kept in or under the co[trol and custody of any governnlent
olflce pursuaut to law. executrve r)rjer ind rirles anrl regttlatio|ts Ot ttt
connectron with the perfornra|ncr) ot lransactton ot offtcral bLrsiness by
any governnrent off,ce.

{b) ''Official record/r'ccor ds" shall reter lo rrrlorr]latrc,,i prodricecl or recerved
by a publtc officer or employee, or []y a government office rn an offroal
capacity or pursuant to a public fr rnction or duty.

(c; 'Publrc record/records' slrall rrtr;ltrde rnfornratron reqUlreil bV laws
execulve orders. rules. or regulations to be entered, kept and made
publicly avarlable by a government off rcrl

t!.re
and

SECTION 2. Coverago. fhrs order slrall cr^.rvt:r jll quver nment offices ur)der
the Executive Branctr, tncludrng but r)ol hnltte(l to ll'r{) ratlonal quveUlnlcnl an(l all rts

offices. departments, bureaLrs, and instr Umentahtres ,ncludrng govtirr)m{,r )l-owneci or
-controlled corporatrons and state unrversrtres, d colleres L-ocal !loveinrnenl Linits
(LGUS) are errloined to observe and be gurded irv thrs ()rcie.

SECTION 3. Access to lnformatio,r. Lverv Fljlprno shall have acce:is l(l
tnforrnation, offlcral records. pubhc records, arld docuruents ar]d papers pertarnrn(.1 to
ol{tcial acts, transactions or decrsions as well .rs to a}ovenrment rese:rrcil iliil:r irserl
as basis for policy developllcrri

SECTION 4. Exceptiort. Acccss to Infonnalron strall l)e dt,nri-rd whiln the
rnformation falls under any of the exccptlons enslr netl rn the. Conshtuttc)n. eyrstrng
laws or lurisprudence.

The Departnrent ol Justrce and the Qflrce ()f thc irllicilor Genr)tal arc llerel)y
dtrected to prepare an rnventory o{ si.lch exceptlorr:, and sirbrnrt the siinte to the Offtce
of the President withrn thrrty (:10) calendar flsr75 firrnr the date oi ettetlrvity ,:i thrs
Order.

The Otfice ot tlre PreslclLlril shall thnreafter irrrnedrately clr cula r:e

rnventory of exceptlons Ior the gLriclarrce of i:li governmetrt offices
lnstrumentahtres covered by this Order irnd the tleneral puhltr;

Said tnventory of exceptiorrs sltall pr:,rotite.rlly bFr updaLed tct ptopetly rutlecl
any change rn exishng law artd lJtlspruclencc and tlre Dci)artnretlt tlf.lttstrce attti ihe
Office of the Solrcrtor Generai are directetl tt; updati: the iltvetrtorv oi excepllo,ls as



the need lo do so alses lor cICulafizati[)n as herernai]ove stated

SECTION 5. Availability of SALN. l':'Lr[lect tc il](. provrsro{.rs corttalir--!l !11

Sectrons 3 and 4 of tlris Ordcr. all pub|c oficrals are rernrnded of tlrcir oblrgatior.r to filt:
and make available for scrutiny their Staten.rents of Assets. Lrabrlrties and Net Worth
(SALN) in accordance wilh exrsting lirws ftrles and regulatrons. arld tl.re sprnt and
letter of thrs Orrler

SECTION 6. Application and lnterpretation. lhere shall bu.r legai
presumptron rn favor of access to rnformalron prrbhc records and offrcrai records No
requesl for tnformatton shall be denied r rrrless it clearly talis under a,rV of tl]e
exceptrons lrsted in the rnventory- or updatcd lnventory of t-'xceptrons crrcr:larr:ed b1'

the Office of the Presrdent as provrded in Scchon 4 hereof

The deterntrnatron ol the apphcabilrty oi any of the exceptlons; to the r€lquest
shall be the responsrbll'ty of the Head of the Ofltce whrch has custody or controi ot the
information, public record or cfficral record ot al the respot,sible cenhal or freld otfrcer
duly desrgnated by him rn wrrtinq;

ln makrng such determinatron th€r lleacl of the Offtce or irrs desrgnated officer
shall exercise reasonable di[gerrce to crrsure.' tl]at no exceptaon shall be (lsed or
availed of to deny any request lor rnformation 0r ac(;ess to publtc records or offrctal
fecords if the denial rs tntended pnntarily and pltrposelv to {:over Up a crime
wrongdorng, grafl or corruption

SECTION 7. Protection of Privacy. Whrle provrdrng access to llfornlatton
pubhc records, and oFtrcrell ret:or 11s reslronsil)lu o{f i0als '-rilall afforC frill protectioB ta)

an rndlvidual's flght to pnvacy as tollows

(a) Each government cffice per Sectron.l hereoi shall ensure that personai
informatron in its custody or under rts control rs drsclosed or released
only if it rs ntatenal or relevant to the subJect matter of the request and
lts drsclosLrre is perrnrssrble under thrs Order or exrst'ng laws rules or

regulatrons

(br Each government office must protecr personal intornratron rn rts cLrstody
or control by rnaktng reasonable securrty arr.rngemeots agarnst leaks or
premature disclosure of personel rrrtornratron whrch unduly exposes the
rrrdividual whose personal inlorrnatron is requested to vrlifrcation,
harassment, or any r.rttrer wrongful acts anci

(c) Any employee or offrcral o{ a governrnent offico per Sectton 2 horeoi
who has access authorrzeal or unautllorized to personal rntormation rn

the custody of the office nrust nct disclose that tnformatlon cxcept wtren
authorized under thrsl Ordcr or pursuant to exrsttng iaws. rlrios ol

regulations

SECTION 8. People's Freedont of lnforrnatiotr (FOl) Manual. I or tht:

effectrve rmplementatton of thls Order 1:jvi)l-Y !lovrirnlllelrl otfrce rs directed to prepare

within one hundred twenty ('120i calenr-iar days frr,ll ttlF eftechvltv of thrs Or'der rts



own People s l-Ql Manual wtlrch snall lrr(illlde alrlolrg others. the lcllo'/vrir{-l

informatior]

(a) The locatron a,.rd cur)taut inlollnaLron ot the l]ead. reqronal provrncral.
and tield offtces. and othor established placcs wlrerc the pLIbhc can
subnltt requests to obtan tnformatron,

(h) The person or offrcer responsrblri tor ri:i:eivl.rg reqlrcsts for nfornl.itror)
(c) The procedure 1ur llre tiltng Jltd processln!, nt the rcquesl, as provrded

in the succeeding Sectron I of thrs Order,
(d) The standard forms for tlre submrssrorr of ,eouests and for the proper

acknowledgment ol such reqlrests
(e) Ihe process for the dtsposrtron of roquests.
(0 lhe procedure tor irdrlrnislratrve .rppeal ol .lnv denlal ol request tor

access to informatrorr, and
(S) Tlre schedule of apphcabie fces

SECTION 9. Procedure. I he lollowl lrJ prL,cr.riltre shall !j{rv.rt the trlirrg and
processlng of requests lor acc--,:.:r tc rnlor r'|t.ririlr l

(a) Any person who requests access 1o rntonrratron sirall submit a wrrttet)
request fu the govern,rer']t otfrce ci;rrcr-.r!ied fhe reqLlest shail slate tlre
name and contact l]forntatron of the requesttng party, provlde v.lltd
proof of hrs rdentificatron or autlrcn.izattor l, reasonably desclbc tlte
information requesteci. and the reasorl fc)r or purpose of the request tot
,nformatron Pnvttletl that no [equest shall be tlented or relUSe( j

acceptance unless lhe re ason !'or the re(lUest l:r Lrcntrarry to law i,{tstrng
rules arrd regulatrons, or rt rs tlne of the cxceptrons contalneri Il ttle
inventory of excepttons ds herernal)ove prrovrded.

(b) The pubhc officral recervrng the request shall provrde reasonable
assistance. free of r;lrarge. to enable all requesting partres, particula y
those wrth specral needs, to comply w(h the requcst reqLltrcntcnts
under tlrs Scclrorl

(cj -fire requesi slr.lli l)!,stall)pe(l b'v lh{] qove lt'rlenl offtL:e rrrdrcatrrrg llrt,
date and timc oi receipi and the nanlc rank ttle or posrtion o{ llre
recervrnq public offrcer or employee wth the correspondrr.rg srgnature.
and a copy thereot furrrrshecl to lhc reour::;lrng party Eirclr eovernmenl
office shall est.rblish a systenl to lr.rce tlle status of all requ(jsls tor
rnformatton recervecl by lt

fhe governrnent oll(.e strall rosponci to a request flrlly oomph.)ri ."!11i.l

the lequirements 01 sutr-sectlo{l (a) herrr0l its soon ils prircticable bLri

not exceedrng frtteerr ( 15) workrng tlays lr om tlre rccetpt therL..,f I he
response mentioneri above refers to thc decrsron of the oftrce
concerned to gtarrl or deny access to the i|rlorn.ratron rL.quested.

The period to respond may be exterrded whenever tlre rnfornratton
requested requires extensive searclt of the qove rrnent offrce s recorrjs
facilities. examrndtlcri ot vc,lunlnous i(:cords. th9 ,1gLi r'11r 11c1-r of
forlurtous evonts or other anakrqous cases ll'rfi govenrnrent ofll(;o sllall

A

(d)

(e)



ncrhty tire person rrakir](j the rL-qr rL-st ()f suclt extenslolr, settlnE tcrtlr tin::

reasons for the extenstun IIr tto case shall the extenslon g.r i)eyorrd

twenly (20) workrrrg days counti)d lIom the end of tl.ttl ortgt|ri.tl petttttl
unless excepttonal crrcuntstancos walaant il l()rtger petrod

(a Once a decrsion ts nrade to graint the iequest, the person rnakulg the
request shall be notrfied of :;tlch {,lecrSron and drrccted to pay ,liry
applicable fees

SECTION 10- Fees. Goverrlnler.rt ofircel; slrall nol charge any letj lor a{rcUl]trng
requests Ior access to information ltrey nray lrowever, charqe a ft:asonable tcFr l.)
reimbursc necessary costs, includrng ;lctuitl o()sls ol reproduolion and copyrn!) of th{l
informatrorr requested, subject to L.xrsting rrl[i:] .lnd rLrgrrlatrorrs lrr rro t:ase slrail ther

applicable fees be su oneroris as to ciefeat llrr 1i1i;p65i3 !rl thrs ()rder

SECTION 't1. ldentical or Substantially Similal Requests. Tlre qr:vcrnrrrr:rtt
office shall not be requrred to acl upon arr urtreasorr:rble subsequent rderrtrc:ll or
substantially srmrlar request fr-onr the sa,re f{r{luest['r0 party whose retluest lr.rs
already been previously granted or dented by thr: sanri, govrjrnrnent olfrce

SECTION 12. Notice of Denial. l{ llle qove lneni ollice decrcles k) dcnv the
request whollv or partially. rt sirdii as s()or as prac|calLle ancj wrthrrr Jr{let'tr i lllt
working davs iom thc i'ecerpt,.-,t llr.. realuest llotriy ihe reqtjest!r]g p.riv Ut tlk.den::il
rn wrttrng I hL. notrce shall clearly set forllt thr: grorrnd r)r gtrounils tor denial and the
crrcunlsta ces on whrch the denral rs based lailure to rrotity the requestrnq p"r,ty of
the action taken on the requesl withrn the Lrenod herern provided shall be de3n.led a

denial sf the request for access to rntormation

SECTION 13. Remedies rn Case ol Denial ot Request tor Access to
lnformation. A person whosi.rrllrr:,<t toi ,,rc,;elis lo rnfonrillron iii.rs l)erei, ijirrlr,,rl
ntay avail hnrseil ol tlx,; rernr-rlr, r. s,]t kirtl'l l-)cl'.rv/

(a) Denral of any requcst fo: ;rcccss io rr'riorntatlon may L)e appealc(l tL, the
persor] or olfrce next tlghor tn dutho ty, folk:wrng the proc{xlure
mentioned rn Sectrorr it (f) ol thrs Order Provrded. tlrat the wt.ltter1
appeal must be filed by the sanle person making thc request wrthrn
fitteen (15) calendar days fro[] ttle notrcu of drrnial ot ,totn the lapse o{
the relevant penod to respond lo the request

(b) The appeal shall bc dccrded bv the persr.rrr or olice next hrgher rir

authoflty wrtirn thrrty (30.) wor krnq tlays f ront the frlrnq rrf sarrl wrrtton
appe:rl Failure of such persorl r-rr office to decide wlthln the atore-slarled
period shall be deerned a denral ol the apl)eal

(c) Upon exhaustror'r ol adnlrnrslratrve appeal remedres, the req estlng
party rnay file the approprrate ludloial adron rn accorclat.toe wrth the
Rules of Cor rrt.

SECTION 14. Keeping of Records. liLbler.l tu exrstrlg i,rws {jids dn(l
regulations governnrent offices sh..ill ir:eatr'Jnd/of r.lrerrt;lrr'r accuratc.{rc rtiaso|iabiv
complete records of rmportant lnfolnlaiion rI appropriatc lorniats arrd rn]pirllrirr'tl .l

l,



records |nandgement systen] tlr.rt larlrhlatrr,
communication of lnfornration to the pt rblrc

rsy rdelrtrtrcatton illtt'ev:ll .1rlti

rll

'I

SECTION 15. Adminastrative Liability. F.rllrre lu uornply wrtir the prr)vtsrons
of this Order nlay tle a grolinrl t.Jr .ldrllrnrstralr,./{l .ln(i alrscrp{rnary sanctions agarnsl
any ernng pubhc otficer or en]ployue ,is prL,.vrd{rd Lrr,ler exastrirg laws or regulatlons

SECTION 16. hnplerner,ting Details. r\ll qovirrnnrent oftlccs rr tlre Execut,v?
tsranch are drrectecl to formul:lte tlrf,r ri':il)i.r,:iiv(j ln)plententtng details lakrng rnto

conslderattoll thell andates .lri(.1 tlttr i;rti-ire ,rl []tonllillton in lher custody or co,]troi
within one hundred twenty ('1110) ,1ay:r lronr thtr cfferiivrty of this C)rder.

SECTION 17. Separability Clause. li .my suclron or irarl o[ thrs Order rs ireld
unconstttutronal or invalid. tlre other seclion:. or provtstofls not otherwisc- atlecic(l
shall remain rn full force and etfecl

SECTION 18, Repealing Clause. All o{ders, rules :rrid regulations rssuances
or any pan lhereof tncor"rsistent with tlre provrsrorrs of tirrs [:xecutive Order are !]ereby
repealed. arnended or modifred accordr rgly Pt ovhlel. 'rhat the provlStot.rs ol
lr,,lemorandum Circr.rlar NJo /tl i:' 1964r. as.rnre,'tdecl sltall not be deenteil renealed
perrdrng flrrther review

SECTION 19. Effectivity -i hrs Ortlc; sh.rll takc eftect imnrediateiy uL,on
pubhcation rn a newspaper ot gcneral c[ culattor I

Done, rn the City ot lvllrlrla thr:; I j r (i rJay of
the year oI our l,ord fr.vo llrottsiarrcl dnci ljr\tinen

By the Prcsrdent

tL

SAL DOR C. MEDIAI.DEA
Execulive Secretary

TrlE Prlr,lrPMts
PaAb 7or. oo0r56

I

nR1 )<.1,/l
r{tt!-trt '

|&Lduzt "

V



ANN EX B

PROCEDURE FOR WRITTEN REQUESTS FOR INFORMATION
(Philippine Science High SchoolSystem - Office of the Executive Director)

lVotps:
. All request must be in writing and must conform to the prescribed form as per Section 6.1 of the DOST FOI

Manual).
. All request should be processed within 15 working days.

. Period to respond may be extended when:
1. the information requested requires extensive search of the government office's record facalities,

2. examination of voluminous records,

3. the occurrence of fortuitous cases,

4. Other analogous cases
. Period of extension: Not more than 20 Calendar days LJNLESS exceptional circumstances war.ant a longer

period.

REQUESTING PARTY/IES

lnsider (within the PSHS System)

Outsidet (outside the HS System)

RECEIVING OFFICER

(Receiving, Encodinq & Trucking)

FAD CHIEF
BOT/ EXECOM Head

Secretariat
RPAD CHIEF

(Review & Evoluote

Bequest, Locate

lnformotion & Endorse

to Exec. Directot)

(Review & Evoluate

Reqlest, Locote

lnfomotion & Endo6e

to Exec. Dircctor)

(Review & Evoloote

Request, Locate

lnlormotion & Endorse

to Exec. Director)

EXECUTIVE DIRECTOR

Approvol/ asopprovol

RECEIVING OFFICER

Releose lnformotion/ lnform Requestinq Potty/ies

ol0isopprovol

REQUESTING PARW/IE5

Acknow ledge R ece i pt of lnforrn ot ion/ Dsopptovol

Notice

Reference: DOST' Freedom of lnformation Manual

u



ANN EX B

PROCEDURE FOR HANDTING APPEALS FOR ACCESS TO RECORDS & INFORMATION
(Philippine Science High School System -- Office of the Executive Director)

Notes:

Requesting Party may file an Appeal to the Appellate Officer (person/office next higher in

authority) or the Appeal or Review Committee

All appeals must be in writing.

Period of Appeal: within 15 days from receipt of Notice of Denialor upon lapse of period to
respond

Form: Must also be written.
Failure to respond the Appeal within 30 days shall be deemed a denial of the Appeal.

Upon exhaustion of administrative remedies, the requesting party may file the appropriate case

in the proper courts in accordance with the Rules of Court.
Reference: DOST - Freedom of lnformation Manual

REQUESTING PARTY/IES APP ETLA

hsidel (within the PSHS SWtem)

Outsider (outside the PSHSSystem)

RECEIVING OFFICER

(Receiving, Encoding & Trocking)

RECORDS/ INFORMATION APPEALS &

REVIEW COMMITTEE

lFot Review & Endorsement)

EXECUTIVE DIRECTOR

Apptovol/ Disopprovol

RECEIVING OFFICER

Releose lnfomolion/ lnform Requesting Potty/ies

of Disopprovol

REQUESTING PARW/IES

Acknowledge Receipt of lnlomotion/ Disopprovol

Notice

V



ANNEX'B-1"

FOI RECEIVING OFFICERS OF DEPARTMENT OF SCIENCE AND
TECHNOLOGY (DOST) AND ATTACHED AGENCTES

NAME OF

CAMPUS
IocATtoN DESIGNATED FOI

RECEIVING OFFICER

office of the
Executive

Director

PSHS Training and
Ad m inistration
Centre, Agham Road,

Diliman, Quezon City (o2) 939 t7 47

Lilia T. Habacon

Executive Director

Ithabacon @ pshs. ed u. ph

(021 939 7747

llocos Region

Campus

Poblacio East, San

lldef onso, 27 28, llocos
Sur

DR- RONNALEE N-

ORTEZA

Tel. no.: (077) 726 4190 to

91

emarl address.

ocd pshsirc@vahoo. com

Cagayan

Valley

Ca m pus

Mrs. Jennevie S.

Dimoloy
jvie_sdog@ya hoo.com
(078) 392-1209

DR. SALVADOR B. ROMO

email address:

sbromo@pshs.edu. ph

Cordillera
Administrativ
e Region

Campus

Purok 12, Lime Kiln,

lrisa n, Baguio City

Maria Cecilia C. Bastian

0949 880-4115
nialnishala n @gma il.co
m

Centra I Luzon

Campus

Lily Hill, Clark

Freeport Zone,

Pampanga

Joan P. Pablo

an ablol h

o.com
(04s)499-0136

Main Campus Virginia P. Andres
(02) 929-1506
vpandres@ pshs. ed u. ph

DR. CONRADO C. ROTOR

JR.

email address:

ocd.oshscarc@qmail. com

MR. ARIES N. OLIVEROS

Telefax 045-499-0136

email address:

oliveros aries 12@Vahoo. co

m.ph

DECISICION MAKER OFFICER

Maribeth ollet
mrollet(o pshs.edu.p h

Mr. Romulo A.
Bagacina, Jr.

idocare. mvrocrois(ogm
ail.com
(0927) 66s-16s8

Brgy. Masoc,
Bayombong, Nueva

Vizcaya

Agahm Road, Diliman,

Quezon City
Mary Jane Turingan
(o2l924-O6L7
mitu ringan (ava hoo.co
m



Ca la ba rzon

Region
Ca mpus

Ba hay Kaalaman

Bldg., Bata ngas
Nationa I High School,

Compound, Rizal

Avenue, Bata ngas City

Ms. Roch elle Doce
r helledoce26 ahoo
.com. ph

(043) 984-ss28

Bicol Region

Ca m pus
Tagontong, Goa,

Camarines Sur
MS. ELSIE G. FERRER

Tel. no.: (054) 453

2048 t (054) 4s31463

email address:

eoferrer@pshs.edu.ph

Western
Visayas

Campus

Brgy. Bito-on, Jaro

District, lloilo City
FOI Receiving
officer- Mrs. May Ann
J a nas/
ma ja nas @ wvc. ps hs.e d

u.ph (if the function is

simply to receive
information- P5HS

Memo 150-A)

Central
Visayas

Campus

Ta laytay, Argao, Cebu Rosita Retardo
ruthskiel 1981@gmail.c
om
pshs.cvisc_supplyoff ice

r@yahoo.com
(0917]'631.-4s72

OR. LEONILA

OYANGOREN

email address:

cviscl @vahoo.com
(032)48s8920

Eastern

Visaya s

Campus

Pawing, Palo Leyte Oliver Norman Yee

onyee @ evc. pshs.edu.p

h

Carlo Chris Apurillo
chris rmt@vahoo.com
(0920)47s-7089

Centra I

Mindanao
Campus

Balo-i, Lanao del
Norte

Mr. lan Cris Cadile

ia ncris2003@yahoo.co
m

(0917)84s-7394

ENGR. LORVI B.

PAGOROGON

Tel. no.: (063) 836 0097 to

98

email address:

pshs.cmc 71 98@qmail.com

DR. JOSE M. ANDAYA

email address:

lmandaVa@pshs.edu. ph

(043)9845528

DR. REYNALDO B.

GARNACE

email address:

pshs evc91@Vahoo.com

(053)8880366

Hazel B. Valencia
hazelvalencia4ll@gmail.
com
(0919) 993-929s

OR. SHENA FAITH M.

GANELA

Tel. no.: (033) 329

5644 / (033) 329 2011

email address:

sqanela@wvc.oshs. edu.oh

F



SOCCSKSARG

EN Region

Campus

Paraiso, Koronadal
City, South Cotabato

Zyrie F. Apostol
zfapostol@ src. ps hs.ed u

.ph

09355575939
Edman H. Gallamaso
(alternate)
cisd@src.phsh.edu.ph
09478935964

Southern
M indanao
Campus

Sto. Nifro, Tugbok
District, Mintal, Davao

City

Ms. Jonna Leah S.

Arabejo ll
jonna lea h.ara bejo@sm

c.pshs.edu.ph
(082) 293-0002

Caraga State
University Campus,

Ampayon, Butuan City

Charity S. Romano
csromano0315@gmail.
com
(091s)767-1088

MS. RUWINA S. GONZAGA

Tel. no.r (085) 341 0787

email address:

winqkayus@yahoo.com

Zamboanga
Penisula

Region

Campus

Dipolog Sports
Complex, Brgy.

Olingan, Dipolog City

Rodel G. Deguinon
rodeldeguinonl5@Rmail.
com

ENGR. LOUIE C. JAMORA

Tel. No. (065) 2121616

Email Address:

louie. iamora@qmail.com

MIMAROPA
Region

Campus

Brgy Riza l, Od ionga n,

Rom blon
Meriam F. Falla r
(0907)081-9080

meriam_fallar@yahoo.
com

MR. EDWARD C.

ALBARACIN

Email address:

ecalbaracin@mrc. pshs. edu

ph

DR. CHUCHI P

GARGANERA

email addressl

cpqarqanera src. pshs. edu

ph

Caraga

Region

Campus

MS. DELIA C. LEGASPINO

Tel. no.: (082) 293

0002 / (082) 293 0004

email address:

dcleoasDino@DShs. ed u. ph

l

P



ANNEX "C'

LIST OF EXCEPTIONS

A. Student Records
The following records and documents are confidential in nature and cannot be
disclosed to the public or any person except when there is an order from the court or
when public safety requires otherwise, to wit:

B. CLASSIFIED INFORMATION
Those specifically authorized to be kept Confidential and Classified by the PSHS

System Board ofTrustees by reason ofsensitivity, including but not limited to board
resolutions, memoranda, internal audit reports by the executive director or campus
director, proceedings of executive sessions, records of minutes, advice given, and
opinions expressed during decision making or policy formulation.

C. INFORMATION NECESSARY FOR THE PROTECTION OF MINORS AND
INDIVIDUALS
Information deemed confidential for the protection of the privacy of persons and
certain individuals such as minors, victims ofcrimes, or accused.

D. INFORMATION DEEMED CONFIDENTIAL BY REASON OF OFFICIAL CAPACITY
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 thern in the exercise of
their administrative or quasi-judicial functions. Examples include: intellectual
property; proprietary in[ormation; data furnished to statistical inquiries/ surveys/
censuses of the Philippine Statistics Authority (PSA); records and reports submitted
to the Social Security System by the employer or member; documents submitted
through the Government Electronic Procurement System; information obtained frorn

1. Students Personal information
2. Medical records
3. Class records
4. Students Permanent Record
5. Students Directory
6. ScholarshipCategorizationPapers
7. Counselling Case Notes
8. Students lndividual Inventory Records
9. Psychological Test Results [Standardize and Non-Standardize)
10. Student Assessment Scores, such as:. Admission Test Scores (e.9. NCE, LAQE),

Readiness Test Results, Scholastic Aptitude Test Scores, College Admission
Tests, ICAS, etc.



accessing electronic data sub,ect to conditions set under the data privacy act; and
similar others.

E, PREJUDICIALPREMATUREDISCLOSURE
Information when disclosed maybe detrimental, or damaging, or injurious, or harmful
to the interest and/ or rights of an individual, such as, disclosure of manuscripts prior
to its publication or copyright, or disclosure of inventions or inventive idea prior to
filing a patent, and similar others that may infringe the rights or interest of others.

T. CONFIDENTIAL BY VIRTUE OF LAW AND REGULATION
Records of proceedings or information from proceedings which, pursuant to law or
relevant rules and regulations, are treated as confidential or privileged e.g. judicial
and medical records of employees/ students; personal information of personnel
other than the requesting party; personal identifying information of victims of child
abuse, exploitation, discrimination, or bullying including personal information of the
bully or his/ her accomplices; and others.

G. PRIVATE AND PRIVILEGED COMMUNICATION
lnformation classified as private or privileged communications in Iegal or
administrative proceedings (e.9. preliminary investigation report, fact-finding report,
proceedings in an administrative case, etc.)

EXCEPTION TO THE MANDATE OF CONFIDENTIALITY
Confidentiality can be waived when responding to the subpoeno duces tecum and, subpoena
ad testificandum issued by the court with jurisdiction over legal proceedings, subject to
applicable laws and rules on its issuance.



ANNEX "D'

FOI RESPONSE TEMPLATE - DOCUMENT ENCLOSED

(Date)

Dear _,

Greetings !

Thank you for your request dated under Executive Order No. 2
(s.2016) on Freedom of lnformation in the Executive Branch.

Your request

You asked for

Response to vour request

Your FOI request is approved. I enclose a copy of of the
information you requested

Thank you.

Respectfully,

FOI Receiving Officer



ANNEX "E'

FOI RESPONSE TEMPLATE - ANSWER

(Date)

Dear _,

Greetings!

Thank you for your request dated under Executive Order No. 2
(s.2016) on Freedom of lnformation in the Executive Branch.

Your request

You asked for : ,... . ,:, ,

Response to vour request

Your FOI request is approved. The answer to your request is

Thank you.

Respectfully,

FOI Receiving Officer



Anner'F

PHILIPPINE SCIENCE HIGH SCHOOL SYSTEM

Agham Road. Diliman. Quezon City

PORMULARYO NG KAHILINGAN

FOI Request Form

TITULO NG DOKUMENTO (Title of the Document)

MGA TAON/PANAH0NG SAKLAW (Year)

LAYUNIN lPurpose)

PANGALAN / (Name)

LAGDA / (S'gnafure,)

TIRAHAN / (.4ddress,)

PARAAN NG PAGTANGGAP NG MGA IMPORMASYON

(How would yau like to receive lhe informatian?)

Email

Fax

PostalAddress

Pick-up (Offlce hours/

CONTACT Nos.

PETSA fDate)

KATIBAYAN NG PAGKAKAKILANLAN (Proof ol tdentity)

Passport No.

Driver's License

0ther

Gawaing itinalaga kay:

(Submitted to)

Petsa / 01as ng Pagkatalaga:

(Date / Time of Submission)

Taong nagpapatunay ng Gawaing Natapos:

(Ceftined by)

(Lumagda sa ibaba ng pangalang nakalimbag)

(Lumagda sa ibaba ng pangalang nakalimbag)

Uri ng isinagawang aksiyon:

(Type of Action Conducted)

Remarks:

FOI Receiving Officer

tr
T
t

lniskedyul ni (Received by).


