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SECTION 1. OVERVIEW

. Purpose of the Manual: The purpose of this FOI People’s Manual is to provide the
process to guide and assist the general public in making requests for information
under Ordinance No. 19-356, Series of 2019, on Operationalization of the Freedom
of Information (FOI) in Isabela City, Basilan. (Annex "A")

- Structure of the Manual: This Manual shall set out the rules and procedures
which will guide the general public when making requests for access to
information. The Local Government Unit of Isabela de Basilan is responsible for all
actions carried out under this Manual. The Local Chief Executive may delegate a
specific officer to act as the FOI Decision Maker (FDM) and shall have overall
responsibility for the initial decision on information requests, (i.e. to decide
whether to release all the records, partially release the records or deny access).

. Coverage of the Manual: This manual shall cover all offices under the city
government of Isabela, and all city offices, departments, instrumentalities, boards,
and other bodies, and all city officials and employees, that fall within its legal
authority.

. Deputy Information Officer: There shall be a Deputy Information Officer to be
designated in each department or division office of the LGU Isabela City. The list of
offices and divisions of the LGU Isabela City that are required to have a designated
DIOs are indicated on the attached list. (Annex B).

The duties and functions of the DIO are the following:

a. Receive on behalf of the LGU Isabela City all requests for information and
transmits the same to the FOI Focal;

b. Monitor all information requests and appeals;

c. Provide assistance to the FOI Focal especially in the preparation of the data
requested by the client;

d. Provide assistance and support to the public and staff with regards to FOI;

e. Compile information as required; and

f. Conduct initial evaluation of the request and advise the requesting party
whether the form is completely accomplished or the information is already
disclosed in the LGU Isabela City’s Official Website, isabelacity.gov.ph;

g Maintain a record book or log of all information requests.

. FOI Focal: The City Information Office shall designate a FOI Focal.
The duties and functions of the FOI Focal are the following:

a. Receive all requests for information from the DIOs and transmits the same to
the FDM;

b. Monitor all information requests and appeals;

c¢. Provide assistance to the FDM;
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d. Provide assistance and support to the public and staff with regards to FOI
requests;

e. Compile information as required; and

f. Conduct initial evaluation of the request.

g Release the requested information to the requesting party, provided such
request is approved by the FDM.

h. Prepare FOI Accomplishment Report as required.

i. Maintain the FOI Request Tracking System.

. FOI Decision Maker: There shall be an FDM, designated by the Local Chief
Executive, with a rank of not lower than a Department Head or its equivalent, who
shall conduct evaluation of all the requests for information and has the authority
to grant the request, or deny it based on the following:

a. The LGU Isabela City 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 information request is identical or substantially similar from the same

requesting party which has already been previously granted or denied by the LGU
Isabela City; or

e. The information requested falling under the Exceptions for Confidential Records
or Section 12 of the Isabela City Transparency Ordinance.

. Approval and Denial of Request for Information: The FDM shall approve or
deny all the requests of information. In case where the FDM is on official leave, the

Local Chief Executive may delegate such authority to his/her Chief of Staff or any
Officer not below the rank of a Department Head.

. Central Appeals and Review Committee: The City Administrator, City Legal
Officer, City Planning and Development Coordinator and the City [nformation
Officer shall be the members of the Central Appeals and Review Committee with a
rank not lower than a Division Chief, or its equivalent, designated by the LCE to
review and analyze the denial of request for information. The Officers assigned
under this committee shall have the authority to overrule or override the decision
of the designated FOI Decision Maker on the grant or denial of the request for

information. The Committee shall also provide expert advice to the LCE on the
denial of such request.
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SECTION 2: DEFINITION OF TERMS

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

INFORMATION. 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 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. 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.

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 usable by end users.

PUBLIC RECORDS. Shall 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. Shall 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.

PERSONAL INFORMATION. Shall refer 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.

SENSITIVE PERSONAL INFORMATION. As defined in the Data Privacy Act of 2012, shall
refer to personal information:
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(1) About an individual race, ethnic origin, marital status, age, color, and religious
philosophical or political affiliations;

(2) About an individual health, education, genetic or 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;

(3) Issued by government agencies peculiar to an individual which includes, but
not limited to, social security numbers, pervious 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.

SECTION 3. PROTECTION OF PRIVACY

While providing for access to information, the LGU Isabela City shall afford full protection
to a person’s right to privacy, as follows:

a. The LGU Isabela City shall ensure that personal information, particularly
sensitive personal information, in its custody or under its control is disclosed only

as permitted by existing laws;

b. The LGU Isabela City 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 DIO, FDM, FOI Focal or any employee or official who has access, whether
authorized or unauthorized, to personal information in the custody of the LGU
Isabela City, shall not disclose that information except authorized by existing laws.

SECTION 4. STANDARD PROCEDURE

(See Annex “D” for Flowchart)
1. Receipt of Request for Information.

1.1. The Deputy Information Officer (DI0) shall receive the request for information
from the requesting party and check compliance of the following requirements:

a. The request may be in writing or via online;

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

¢. The request shall reasonably describe the information requested, and the
reason for, or purpose of the request for information and how the same may be
sent to the requestor. (See Annex “E”) The request can be made through
online; the requesting party shall visit the website isabelacity.gov.ph or Isabela
City Information Facebook Page and look for the FOI Request QR code. The
requesting party shall scan the QR code and fill out the necessary information.
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1.2. Where the requesting party is unable to read and write or whose impediment
or physical defect incapacitates him to make a request in writing, he may make an
oral request, and the DIO shall fill out the form for him/her.

1.3. Upon receipt of the request for information, the DIO shall evaluate if the
request form is duly accomplished. Then the request shall be stamped “RECEIVED”,
indicating the date and time of receipt of the written request, and the name, rank,
title and position of the DIO who actually received it, with his/her signature and
furnishing the requesting party a copy thereof. The DIO shall log the details of the
request on his/her FOl monitoring book. The date of receipt of the request will be
the actual receipt of the request form. In case of the request was made via online,
the FOI Focal shall acknowledge upon receipt of the request. It is deemed received
from the date of acknowledgment by the FOI Focal.

1.4. The LGU Isabela City must respond to requests within ten (10) working days
from the date of receipt of the request as per Ordinance No. 19-536.

2. Initial Evaluation. After receipt of the information request, the DIO shall evaluate the
same.

2.1, The DIO shall prepare the requested information.

2.2. Requested information is not in the custody and/or authority of the LGU Isabela
City to disclose: If the requested information is not in the custody and/or authority
of the LGU Isabela City, following referral and discussions with the FDM, the
request shall be immediately referred to the concerned agency through the most
expeditious manner. If the records refer to an office not within the coverage of City
Ordinance No.19-356, the requesting party shall be advised accordingly by the FOI
Focal.

2.3. Requested information is already posted and available online: The FOI Focal
shall inform the requesting party that the information requested is publicly
available in the LGU Isabela City website, www.isabelacity.gov.ph.

2.4. Requested information is substantially similar or identical to the previous
request: Where the requested information be substantially similar or identical to a
previous request by the same requester, the request shall be denied, and the FOI
Focal shall inform the applicant of the reason of such denial.

2.5 If the FOI Focal needs further details to identify or locate the information,
he/she shall seek clarification from the requesting party. The clarification shall
stop the running of the prescribed period and will commence to run again the day
after it receives the required clarification from the requesting party.

3. Transmittal of Request by the DIO to the FOI Focal: The DIO shall then forward the
request to the FOI Focal within one (1) day from receipt of the written request. The DIO
shall record in his/her FOI monitoring book/system the date and time of receipt, and the

name and signature of the person who received the request form and the requested
information.
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4. Role of the FOI Focal. Upon receipt of the information request, the FOI Focal shall log
the request in the FOI Request Tracking System. The FOI Focal shall conduct evaluation of
the requested information and forward the same to the FDM for final evaluation. The FOI
Focal shall provide assistance to the FDM.

5. Role of the FDM: Upon receipt of the information request from the FOI Focal, the FDM
shall assess whether or not the same shall be granted. If there are no grounds for denial,
the FDM shall approve the request and give it back to the FOI Focal for transmittal to the
requesting party. If grounds for denial exist, the FDM shall provide his/her reasons for
denial in writing within the prescribed period. In case the FDM fails to act on the request
within the prescribed period, the FOI Focal shall note the date and time of receipt of the
information from the FDM and report the same to the Local Chief Executive.

6. Approval of Request: In case of approval, the FOI Focal shall coordinate with the DIO
for the preparation of requested information. The DIO shall forward the requested
information to the FOI Focal. The FOI Focal shall inform the requesting party that the
request was granted and be directed to pay the applicable fees, if any.

7. Releasing of the information to the requesting party: The FOI Focal shall contact the
Requesting Party for the releasing of requested information. The FOI Focal shall keep a
record of the date and time of receipt by the requesting party and the mode by which the
information requested is transmitted.

8. Notice to the Requesting Party of Extension of Time: When the information
requested cannot be provided to the requesting party within the prescribed period due to
the following circumstances: (1) the information requested requires extensive search of
the LGU Isabela City’s records facilities, (2) examination of voluminous records, (3) the
occurrence of fortuitous events, or (4) other analogous cases; the FOI Focal should
immediately inform the Requesting Party. The FOI Focal shall inform the requesting party
of the extension, setting forth the reasons for such extension. In no case shall the
extension exceed thirty (30) working days on top of the mandated ten (10) working days
to act on the request, unless exceptional circumstances warrant a longer period.

9. Denial of Request: In case of denial of the request wholly or partially, the FDM through
the FOI Focal 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.
SECTION 5. REMEDIES IN CASE OF DENIAL OF REQUEST

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 City Mayor through the LGU Isabela City’s CARC.
Provided, that the written appeal must be filed by the same requesting party within thirty
(30) calendar working 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 Request by the FDM may be appealed by filing a written appeal to
the City Mayor through LGU Isabela City CARC within thirty (30) working days
from the notice of denial or from the lapse of the period to respond to the request.
The CARC shall review and analyze the denial of request for information and
submit its recommendation to the Local Chief Executive.

b. The appeal shall be decided by the Local Chief Executive or the designated
officer-in-charge within ten (10) working days from the filing of said written
appeal. Failure to decide within the prescribed period shall be deemed a denial of
the appeal.

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

SECTION 6. FEES

1. No Request Fee. The LGU Isabela City shall not charge any fee for accepting requests
for access to information.

2. Reasonable cost of Reproduction and Copying of the Information. The FOI Focal
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 LGU Isabela City in providing information to the requesting party. The schedule of
fees shall be posted by the LGU Isabela City.

3. Exemption Fees. The LGU Isabela City 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 7. ADMINISTRATIVE LIABILITIES

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

a. 1st Offense - Reprimand;
b. 2nd Offense - Suspension of one (1) to thirty (30) days; and
c. 3rd Offense - Dismissal from the service.

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 provided for more stringent penalties.
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SECTION 8. ANNEXES
ANNEX “A” (CITY ORDINANCE 19-536)
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REPUDIIC UL INE FIIIPPIIES
CITY OF ISABELA
Province of Basilan
OFFICE OF THE SANGGUNIANG PANLUNGSOD

EXCERPTS FROM THE MINUTES OF THE JOURNAL OF PROCEEDINGS OF THE REGULAR
SESSION OF THE SANGGUNIANG PANLUNGSOD OF THE CITY OF ISABELA, PROVINCE
OF BASILAN, HELD AT THE SANGGUNIANG PANLUNGSOD SESSION HALL, ISABELA
CITY, BASILAN, ON SEPTEMBER 4, 2019.

PRESENT:
Hon. Jashim I. Tiplam Temporary Presiding Officer
Hon. Candu I Muanp Majority Floor Leader
Hon. Sara S. Ismael Member
Hon. Alan Ritchie Luis B. Biel Mecmber
Hon. Nida P Dans Member
Hon. Ma. Jennesa S. Tubongbanua Member
Hon. Khaleedsher M. Asarul Member
Hon. Karel Annjaiza R. Sakkalahul Member
Hon. Abdulkuddus A. Salihin IP Representative (Ex-Officio Member)
Hon. Haizer A. Salain SK Fed. President (Ex-Officio Member)
Hon. Tammy M. Ismael ABC Fed. President (Ex-Officio Member)
ABSENT:
Hon. Ar-Jhemar K. Ajibon Member
Hon. Yusop I. Abubakar Member
OFFICIAL TIME:
Hon. Jhul Kifli L. Salliman City Vice Mayor and Presiding Officer

-----------------------------------------------------------------

ORDINANCE NO. 19-536
ENACTED: September 4, 2019
SPONSORED BY: HONORABLE NIDA P. DANS

AN ORDINANCE OPERATIONALIZING FREEDOM OF INFORMATION AND
PROVIDING FOR A MECHANISM FOR THE DISCLOSURE OF PUBLIC RECORDS IN

ISABELA CITY, BASILAN PROVINCE AND PROVIDING PENALTIES FOR THE
VIOLATION THEREOF.

WHEREAS. pursuant to Section 28, Article Il of the 1987 Constitution, the State
adopts and implements a policy of full public disclosure of all its transactions
involving public interests subject 1o reasonable conditions prescribed by law:

WHEREAS, SECTION 7, ARTICLE lll of the 1987 Constitution guarantees the right
of the people 1o information on matters of public concern;

WHEREAS, on 23 JULY 2016, President Rodrigo R. Duterte issued Executive
Order No.2, “"Operationalizing in the Execulive Branch the People's right to
Information and the State Policies to Full Public Disclosure and Transparency in the
Public Service and Providing Guidelines Therefor" ;

WHEREAS, while the said Execulive Order is only limited in scope and merely
provides guidance for local government units, the City Government of Isabela
herein fakes steps toward the freedom of information in an effort to pursue good
and transparent governance;

WHEREAS, recognizing the importance of the people's right to information,
and guided by the President's Executive Order, the City Government of Isabela
deems It necessary to provide a local mechanism for its offices where the people's
right to information is upheld;
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