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DOLE PROFILE 

A. CREATION OF THE DEPARTMENT 

The Department of Labor and Employment (DOLE) traces its roots to 1908 when it was 
created as a small bureauï the Bureau of Laborïthrough the passage of Act No. 18681. The 
Bureau was given the principal functions of: 1) seeing to the proper enforcement of laws with 
reference to labor and capital in the Philippines; 2) promoting the enactment of all other 
legislation that establishes the material, social, intellectual, and moral improvement of workers; 3) 
acquire, collect, compile, systematize statistical data relating to the hours and wages of labor, the 
number of workers in each trade or occupation, among others; 4) inspect all shops, factories, 
industrial and commercial establishments and take the proper legal steps to prevent the exposure 
of the health or lives of laborers; 5) aid and assist by all proper legal means laborers and workers 
in securing just compensation for their labor, and the indemnity prescribed by law for injuries 
resulting from accidents when engaged in the performance of their duties; and 6) secure the 
settlement of differences between employer and laborer and to avert strikes and lockouts by 
inducing all parties to the controversy to submit their differences to arbitration.  

By 8 December 1933, the Bureau was instituted as a line agency by virtue of Republic Act 
4121. Its functions and policy environment were further outlined by the Philippine Labor Code 
(PD No. 442) in 1974, a landmark issuance which still serves as the foundational legislation for 
the labor and employment sector. Six years after, former President Ferdinand Marcos directed 
through Executive Order 5912 the restructuring and rationalization of the agency to be relevant in 
the light of changing circumstances and new developments at the time. Reforms provided for the 
headship of the agency by a Minister of Labor, creation (and abolition) of specific offices within 
the Ministry, creation of regional district offices and the renaming of the Ministry of Labor into the 
Ministry of Labor and Employment.  

In 1987, President Corazon Aquino issued Executive Order 1263 to further rationalize and 
lay out the mandates, powers and functions of the Ministry of Labor and Employment. A section 
in the issuance established the change of the Ministry into the Department of Labor and 
Employment upon adoption of the new Constitution which provides for a presidential form of 
government. It was in the same year when Executive Order 292 (Administrative Code of 1987) 
was effected establishing the mandates, powers, functions, and structures of line agencies, 
including the DOLE. 

B. VISION, MISSION, FUNCTIONS 

The Department of Labor and Employment is mandated as the primary policy-making, 
programming, coordinating and administrative entity of the Executive Branch of the government 
in the field of labor and employment. It assumes the primary responsibilities of promoting gainful 
employment opportunities and optimizing the development and utilization of the country's 
manpower resources; advancing workers' welfare by providing for just and humane working 
conditions and terms of employment; and maintaining industrial peace by promoting harmonious, 

                                                           
1 ñAn Act creating the Bureau of Labor, under the Department of Commerce and Policeò (enacted on 18 June 1908). 
2 ñInstituting Certain Critical Changes in the Organizational Structure of the Ministry of Laborò (issued on 1 May 1980). 
3 ñReorganizing the Ministry of Labor and Employment and for other Purposesò (issued on 30 January 1987). 
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equitable, and stable employment relations that assure equal protection for the rights of all 
concerned parties.  

The Departmentôs long-term vision is that every Filipino worker attains full, decent and 
productive employment. To attain this vision, the DOLEôs continuing mission is to promote gainful 
employment opportunities, develop the countryôs human resources, protect workers and promote 
their welfare, and maintain industrial peace. 

C. POWERS AND FUNCTIONS 

Under the Administrative Code of 1986, the DOLEôs continuing powers and functions are 
the following:  

1. enforcing social and labor legislation to protect the working class and regulate the relations 
between the worker and his employer;  
 

2. formulating and recommending policies, plans and programs for manpower development, 
training, allocation, and utilization;  

 

3. recommending legislation to enhance the material, social and intellectual improvement of 
the nation's labor force;  

 

4. protecting and promoting the interest of every citizen desiring to work locally or overseas by 
securing for him the most equitable terms and conditions of employment, and by providing 
social and welfare services;  

 

5. regulating the employment of aliens, including the enforcement of a registration or work 
permit system for such aliens, as provided for by law;  

 

6. formulating general guidelines concerning wage and income policy;  
 

7. recommending necessary adjustments in wage structures with a view to developing a wage 
system that is consistent with national economic and social development plans;  

 

8. providing for safe, decent, humane and improved working conditions and environment for all 
workers, particularly women and young workers;  

 

9. maintaining a harmonious, equitable and stable labor relations system that is supportive of 
the national economic policies and programs;  

 

10. upholding the right of workers and employers to organize and promote free collective 
bargaining as the foundation of the labor relations system;  

 

11. providing and ensuring the fair and expeditious settlement and disposition of labor and 
industrial disputes through collective bargaining, grievance machinery, conciliation, 
mediation, voluntary arbitration, compulsory arbitration as may be provided by law, and 
other modes that may be voluntarily agreed upon by the parties concerned; and 

 

12. other functions as may be provided by law. 
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D. DOLE ORGANIZATIONAL STRUCTURE 

 

Acronyms: 

Attached Agencies Bureaus Services 

ECC - Employees Compensation 
Commission 
ILS ð Institute for Labor Studies 
NCMB ð National Conciliation 
Mediation Board 
NLRC ð National Labor Relations 
Commission 
NMP ð National Maritime 
Polytechnic 
POEA ð Philippine Overseas 
Employment Administration 
PRC ð Professional Regulations 
Commission 
NWPC ð National Wages 
Productivity Commission  
OSHC ð Occupational Safety and 
Health Center 
OWWA ð Overseas Workers 
Welfare Administration 
NRCO ð National Reintegration 
Center for OFWs 

BLE ï Bureau of Local 
Employment 
BLR ï Bureau of Labor 
Relations 
BWC ï Bureau of Working 
Conditions 
BWSC ï Bureau of Workers 
with Special Concerns 
ILAB ï International Labor 
Affairs Bureau 
ü  POLO ð Philippine   

Overseas Labor Office 
 

AS ï Administrative Service 
FMS ï Financial and 
Management Service 
HRDS ï Human Resource 
Development Service 
IAS ï Internal Audit Service 
IPS ï Information Publication 
Service 
LS ï Legal Service 
PS ï Planning Service 
 
DLLO ï Department Legislative 
Liaison Office 
 
 
 
 
 
 
 

 ROs - Regional Offices  

*Administrative Order No. 56-B Series of 2018 ñDOLEôs New Clusteringò 
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SECTION I. OVERVIEW 

 

1. Purpose: 

The purpose of this Department of Labor and Employment Freedom of Information Manual 

(DOLE-FOI Manual) is to provide the guidelines and procedure for the general public in 

requesting for information covered under the Executive Order (E.O.) No. 2, Series of 2016 

on Freedom of Information (FOI).  

 

2. Structure: 

This Manual shall set out the rules and procedures to be followed by the DOLE-OSEC when 

a request for access to information is received. The Department Secretary is responsible for 

all actions carried out under this Manual and may delegate this responsibility to the Head of 

Offices. The Head of Offices may delegate a specific officer to act as the FOI Decision 

Maker (FDM) and FOI Receiving Officer (FRO).  

 

                      Department of Labor and Employment 

                                                  Office of the Secretary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FOI Champion/s:  The Secretary is the overall FOI Champion for DOLE Central including 

the Regional Offices and Philippine Overseas Labor Office (POLOs) while the heads of 

offices are the FOI Champion with the following primary functions:   

a. oversee the overall implementation of FOI program in their respective offices; 

FOI Champion 

Central Appeals 

and Review 

Committee 

FOI Decision Maker 

FOI Receiving Officer 

ORGANIZATIONAL STRUCTURE 
OPERATIONS OF FREEDOM OF INFORMATION PROGRAM 

 

Secretary (Overall FOI Champion) FOI Focal Office 
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b. ensure that all requested information are fully provided by the office within the 

prescribed period;  

c. review and ensure that inventory of exceptions is periodically updated and 

reflects any change in existing law and jurisprudence; and  

d. has the final approval to grant or deny the requested information as decided or 

recommended by the FDM. 

 

FOI Decision Maker/s (FDMs): The FDM is designated by the head of office, with a rank of 

not lower than a Division Chief or its equivalent who shall:  

a. conduct evaluation, processing of requests for information, and accorded the 

authority to recommend to the Head of Office the grant or denial of the request; 

b. provide quarterly update on the inventory of information, data and records that 

may be accessed by the public thru the eFOI Portal or office website. 

 

FOI Receiving Officer/s (FROs): The FRO is duly designated by the head of office who 

shall: 

a. receive and record all requests for information and forward the same to the FDM 

or referred to the concerned office/ agency that has the custody of the requested 

records; 4 

b. monitor all FOI requests and appeals;  

c. provide assistance to the requesting party and FDMs;  

d. compile the required inventory of information, data and records;  

e. maintain a Registry of all FOI requests received and acted upon; and 

f. prepare the quarterly report of compliance and accomplishments to the FDM for 

approval by the Head of Office and submit the same to the FOI Focal Office 5. 

 

Central Appeals and Review Committee (CARC):  The Committee shall be composed of 

three (3) officials with a rank not lower than Division Chief or its equivalent responsible in 

conducting review of FOI decisions submitted for internal review or on appeal, provide 

recommendations/expert advice to the Overall FOI Champion or his authorized designated 

officer on the approval or denial of FOI decision on appeal. 

 

The CARC shall be composed of the following: 

a. The Director of the Legal Service 

b. The Director of the Information and Publication Service 

c. The Assistant Secretary for Workers Protection, Policy Support, Human 

Resource and Internal Auditing Services. 

 

                              

                                                           
4 The transaction shall be considered end once the request were referred to the concerned office/ agency. 
5 FOI Focal Office refers to Internal Audit Service (IAS) 
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            Department of Labor and Employment 

                                                         Office of the Secretary 

 

 

 

 

 

Bureaus  Services  

BLE  ² Bureau of Local 

Employment  

BLR  ² Bureau of Labor 

Relations  

BWC ² Bureau of Working 

Conditions  

BWSC  ² Bureau of 

Workers with Special 

Concerns  

ILAB ² International Labor 

Affairs Bureau  

AS ² Administrative Service  

FMS ² Financial and 

Management Service  

HRDS ² Human Resource 

Development Service  

IAS ² Internal Audit Service  

IPS ² Information 

Publication Service  

LS ² Legal Service  

PS ² Planning Service  

 

 

ORGANIZATIONAL STRUCTURE 
DOLE-OSEC FREEDOM OF INFORMATION PROGRAM 
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3. Coverage: 

This Manual shall cover all requests for information from DOLE Central Office (Bureaus, 

Services), its Regional Offices (ROs) and Philippine Overseas Labor Offices (POLOs). All 

DOLE Attached Agencies have their own separate FOI Manual.  

 

 

       SECTION II. DEFINITION OF TERMS 

 

1. Appeals and Review Committee. The Appeals and Review Committee is composed of three (3) 

officers with a rank not lower than Division Chief or its equivalent, designated by the Head of 

Office to review and analyze FOI decisions for internal review or on appeal.  

 

2. Consultation.  When any of the DOLE offices (Bureaus, Services, Regional Offices, and 

Philippine Overseas Labor Offices) places a record that contains information of interest pertaining 

to another office (i.e. attached agency), it shall seek the officeô validation and affirmation to 

disclose the said record before it is released to the requesting party or to the public.  

 

3. data.gov.ph. The open data website that serves as the governmentôs comprehensive portal for 

all public government data that is searchable, understandable, and accessible. 

 

4. DOLE-OSEC / Office. Refers to DOLE Office of the Secretary/ Office covering office/s in the  

Central office (Bureaus and Services), Regional Offices, and Philippine Overseas Labor Offices. 

 

5. DOLE Website. (www.dole.gov.ph) The official website of the DOLE. 

 

6. eFOI.gov.ph. The portal that serves as the governmentôs comprehensive 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 publicly available. The eFOI.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 comparison of agency FOI 

implementation can be made over time. 

 

7. Exceptions. Information identified not to be disclosed and/or released under the FOI, the non-

disclosure of said information is in accordance with the Constitution, laws or jurisprudence.  

 

8. Freedom of Information (FOI).  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 Series of 2016. This right is indispensable to the exercise of 

http://www.dole.gov.ph/
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the right of the people and their organizations to effective and reasonable participation at all 

levels of social, political and economic decision-making. 

 

9. FOI Contact. The name, address and phone number of FOI Champion, and the  

designated FOI Receiving Officer/s in the DOLE offices covered under this manual (See 

Annex A). 

 

10. FOI Decision Maker. DOLE Office personnel designated by the Head of Office, with a rank 

of not lower than a Division Chief or its equivalent, who shall conduct evaluation and 

processing of request for information, and accorded the authority to recommend to the 

Head of Office the grant or denial of the request.  

 

11. FOI Request. A duly signed written request submitted to any DOLE Office, personally or by 

e-mail asking for information related to the function, policies and programs of the 

Department.   

 

12.  FOI Receiving Officer. DOLE Office personnel duly designated by the Head of Office who 

shall receive, record and monitor all requests for information, provide assistance to the 

requesting party and/or public on FOI matters, among others.  

 

13. Frequently Requested Information.  Information that has become or likely to become the 

subject of FOI requests.  

 

14. Full Denial. The act of the FOI Champion to deny the release of any record in response to 

the FOI request for reason that the information requested is among the listed exceptions. 

 

15. Full Grant. The act of the FOI Champion to allow the full disclosure of information based on 

the details specified in the FOI request.  

 

16. Information.  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 the Department pursuant to law, executive order, and rules and regulations or in 

connection with the performance of its official business.   

 

17. Information for Disclosure. Information that promotes the awareness and understanding 

of policies, programs, activities, rules and regulations affecting the public, government, 

community and the economy.  It also includes information on the general operations, 

thrusts, and programs of the Department. In line with the concept of proactive disclosure 
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and open data, such types of information can be posted in government websites, such as 

data.gov.ph without need for written requests from the public. 

 

18. Multi-Track Processing. A system that divides incoming FOI requests according to its 

complexity, so that simple requests requiring relatively minimal review are placed in one 

processing track and the more complex requests are placed in one or more tracks.  Requests 

that are to be expedited are placed in a separate track.  Requests in each track are to be 

processed on a first in/first out basis. 

 

19. Official Record/s.  An information produced or received by a DOLE officer or employee in an 

official capacity, function or duty. 

 

20. Open Data.  An available public data, structured in a way that enable users to freely use, copy 

and/or download the information, subject to the protocols/requirements of the officeô website. 

 

21. Partial Grant/Partial Denial. The act of disclosing a portion of the records in response to a FOI 

request. It also refers to the denial of the DOLE office/s of a portion of the request, with 

reference to the exemptions enumerated in Section VII.  

 

22. Pending Request or Pending Appeal. An FOI request or administrative appeal of which the 

office has not yet taken final action on it.   It includes all request/appeal that is still open or not 

acted upon at a given time, including request that is well within the statutory response time. 

 

23. Perfected Request. A FOI request which describes the records sought, and duly accomplished 

by the requesting party in accordance with the requirements of the DOLE offices.  

 

24. Personal Information. Any information, whether recorded in a material form or not, from which 

the identity and personal circumstances of an individual is apparent or can be reasonably and 

directly ascertained by the office holding the information, or when put together with other 

information would directly and certainly identify an individual. 

 

25. Proactive Disclosure. Information made publicly available without waiting for a specific FOI 

request.  The Departmentôs initiative to post in the website information concerning its 

mandates/functions, major policies and programs, among others.  

 

26. Processed Request or Processed Appeal. A requests or appeals where the DOLE offices/ 

committee has completed its work and sent a final response to the requesting party. 

 

27. Public Records.  A record required by law, executive order, rules and regulations to be 

entered, kept, and made by an officer of the Department in the course of the performance of its 

function, filed and may be made available to the public upon request. 
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28. Received Request or Received Appeal. A FOI request or administrative appeal received by 

the DOLE offices for processing.  

 

29. Referral. The receiving DOLE office forwards the FOI request to an appropriate agency for 

further determination of primary interest and processing of the request.  

 

30. Sensitive Personal Information.  As defined in the Data Privacy Act of 2012, shall refer to 

personal information: 

 

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. Issued 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. 

 

31. Simple Request. FOI request requiring minimal processing and review, placed in one 

processing track, and anticipated to have faster response/delivery time, depending on the 

volume and/or simplicity of the records requested.  

 

32. Complex Request.  FOI request that requires multi-track processing, requires more time to 

retrieve and/or generate the information, depending on the volume and/or complexity of the 

records requested.  

 

SECTION III. PROMOTION OF OPENNESS IN GOVERNMENT 

 

1. Duty to Publish Information. DOLE Offices shall regularly publish, print and disseminate 

at no cost to the public and in an accessible form, in conjunction with Republic Act 9485, or 

the Anti-Red Tape Act of 2007, through their official website, provide timely, true, accurate 

and updated information including, but not limited to:  

a. A description of its mandate, structure, powers, functions, duties and decision-making 

processes; 

b. A description of its frontline services, the procedure and documentary requirements, 

and the process cycle time;  

c. The names and contact details of its key officials;  

d. Major programs/projects, performance targets and accomplishments, budget 

allotments and expenditures; 

e. Department orders, labor advisories, and decisions; 
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f. Data/statistics it generates and researches completed; 

g. Bidding processes and requirements;  

h. Feedback mechanism by which the public may participate in influencing policy 

formulation; and 

i. Hotline call/text number/s 

  

2. Keeping of Records. The DOLE offices shall maintain in appropriate format, accurate and 
reasonably complete documentation or records of policies, transactions, decisions, 
resolutions, procedures, communications and documents received or filed, and data 
generated and collected.    
 
 

SECTION IV. PROTECTION OF PRIVACY 
 

While providing for access to information, the DOLE offices shall afford full protection to a personôs 
right to privacy, as follows: 

 
a. Ensure that personal information, particularly sensitive personal information, in its custody 

or under its control is disclosed only as permitted by existing laws; 
b. Protect personal information in its custody or under its control by making reasonable 

document security protocol 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, the DOLE offices shall not disclose that information 
except authorized by existing laws. 
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SECTION V. STANDARD PROCEDURE  
 

PROCESS FLOWCHART 
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1. Receipt of Request for Information (FRO) 

1.1 The FOI Receiving Officer (FRO) shall receive the request for information from the 

requesting party and check compliance of the following requirements: 

 

a. The request must be in writing; 

b. The request shall state the name and contact information of the requesting party, 

accompanied with a valid proof of identification or authorization; and 

c. The request shall clearly describe the information requested, covered period, and 

the purpose by which the information shall be used; and  

d. The request may be filed through e-mail provided, the requesting party shall 

attach a scanned copy of the completely filled up FOI Request Form (Annex B), 

and copy of government issued identification (ID) with photo and signature. 

 

1.2   In case the requesting party is unable to make a written request, because of illiteracy 

or due to being a person with disability, he can make an oral request to the FRO. In 

such case, the FRO shall assist him in accomplishing the FOI Request Form.  

 

1.3 Filed FOI written request shall be stamped received, indicating the date and time of 

receipt, the name, position/designation, and signature of the FRO. The FRO shall 

provide the requesting party a copy of the duly filed FOI request. In case the FOI 

request was filed thru e-mail, the FRO shall acknowledge receipt of the same by e- 

mail, indicating his name and position/designation supplied. The filled up request form 

shall be printed, details of the request shall be inputted in the Record Tracking System 

and for traceability purposes, a Reference Number shall be assigned for each request. 

 

1.4 The DOLE receiving office must respond to the request promptly, within the fifteen (15) 

working day following the date of receipt of the request. A working day is any day other 

than a Saturday, Sunday or a day which is declared a public holiday in the Philippines.  

In computing for the period, Art. 13 of the New Civil Code shall be observed.  

The date of receipt of the request will be either: 
 

a. The day on which the request is physically or electronically delivered to the office 

of FRO, or directly into the official e-mail inbox of the concerned DOLE Office; or 

 

b.     If the FDM has asked the requesting party additional details or clarification on the 

information being requested, the counting of the 15 days will stop and shall 

commence again the day after the receipt of the clarification from the requesting 

party.  If no clarification is received from the requesting party after sixty (60) 

calendar days, the request shall be closed. 

 
2. Initial Evaluation (FRO) 
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After receipt of the request for information, the FRO shall evaluate the contents of the 
request as follows: 
 
2.1 Request relating to more than one office under the DOLE: If a request for 

information is received which requires different DOLE offices/divisions/units to provide 
the information, the FRO shall forward such request to concerned 
offices/divisions/units and ensure timely completion/delivery of the information 
requested, in a well coordinated manner.  The 15 -days standard process cycle time 
applies starting the day after the request was forwarded to the concerned offices.  
FDMs shall only provide the specific information that relates to their respective offices.  
 

2.2 Requested information is not in the custody of concerned DOLE Office where 
the request for FOI was filed: If the requested information is not in the custody of the 
DOLE Office, after discussion with the FDMs, the FRO shall undertake the following 
steps: 
 

a. If the records requested is within the authority or custody of other DOLE Offices, 

i.e. Regional Offices, Philippine Overseas Labor Offices, Attached Agencies, 

Bureaus and Services, other than the office where the FOI request was filed, the 

request shall be immediately referred to the appropriate DOLE offices/agency 

through the most expeditious manner, inform the requesting party the status of 

his request. In such case, the 15 -days process cycle time of the receiving 

office/agency commences the day after the receipt of the forwarded request. 

b. If the records requested is not within the authority or custody of the DOLE 

Offices, or it refers to an office not within the coverage of E.O. No. 2 series of 

2016, the requesting party shall be advised accordingly and provided with the 

contact details of that office, if known. 

 

2.3 Requested information is already posted and available on-line: If the information 

being requested is already posted and publicly available in the DOLE website ï

www.dole.gov.ph, or DOLE Officesô official website, or data.gov.ph or foi.gov.ph or 

other websites, the FRO shall inform the requesting party of the availability of the 

information in public use platforms, and provide the website link where the information 

is posted/available. 

 

2.4 Requested information is substantially similar or identical to the previous 

request: If the requested information is substantially similar or identical to a previous 

request by the same party, the request shall be denied. The FRO upon 

recommendation of the FDM shall issue a reply to the requesting party and state the 

reason/s for the denial of his request.  
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3.  Transmittal of Request to the FDM for Processing (FRO to FDM):   

 

After the initial evaluation and if the request is recommended for processing, the FRO shall 

forward the request to the FDM for processing indicating the date, time and name of the 

FDM. All requests shall be transmitted to FDM within one (1) day and record the same in 

the record and tracking system maintained by the Office (i.e. record book or computer 

based record and tracking system).  

 

The FRO shall regularly monitor compliance by FDM of the 10 - days process cycle time 

and inform the Head of Office or the designated Officer of the status of the request in case 

the process cycle time (PCT) is already beyond the 10-day period. 

 

Moreover, if the initial evaluation of the request resulted to any of the following 

circumstances, the FRO may already advise the requesting party that the FOI request is 

denied and an official response letter shall be issued:  

 

a.   the information/document requested is not available or not within the authority of 

the Office to issue such information; or  

b.   the information requested is listed as one of the exceptions; or 

c.   the information/document requested is substantially similar or identical to a request 

previously made.    

 

4.  Processing the Request (FDM):  

 

Upon receipt of the FOI request from the FRO, The FDM shall determine, clarify the 

information requested (if necessary), and provide/retrieve/generate the specific information 

in response to the request. Upon completion of the information, he shall endorse the 

documents to the FRO within 10 days from receipt of the request. The FRO shall record the 

date and time of receipt of the processed FOI request received from the FDM.   

 

In case the FDM needs clarification on the information being requested, he shall, through 

the FRO, seek further details from the requesting party.  During the period of clarification, 

the counting of the 15 days will stop and shall commence again the day after it receives the 

clarification from the party. The FRO shall document all the transactions on clarification. 

 

5.  Request for an Extension of Processing Time (FDM and FRO):  
 

FDM:  

If the information requested requires extensive search from the officeô records and storage 

facilities, examination of voluminous records, or the presence/occurrence of fortuitous 

events or other analogous cases within the period by which the request is being processed, 

the FDM shall advise the FRO to inform the requesting party for an extension in the process 
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cycle time, a definite date is stated within when the request is expected to be completely 

acted upon.  

 

FRO:  

The FRO shall inform the requesting party of the extension in the process cycle time and 

cite the reasons and/or circumstances for the request for extension. In no case, shall the 

extension exceed twenty (20) working days, on top of the mandated fifteen (15) working 

days to act on the request, unless exceptional circumstances warrant a longer period. 

 

7.  Approval/Denial of Request (FOI Champion):   

 

 Approval:   

 

Upon receipt of the information/documents from the FDM, the FRO shall check 

completeness of the documents/information provided with reference to the FOI request. 

Check further, if the data/ information to be released does not fall in any of the listed 

exclusions in Section VII of this manual and prepare the response letter informing the 

requesting party that his FOI request was already processed, ready for release, and 

directed him to pay the applicable fees, if any (template attached as Annex C). Endorse the 

same to the FOI Champion or his designated officer for approval. 

 

 Denial:   

 

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 using the same prescribed 

response template (Annex C). 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 

FOI Champion or his designated Officer. 

 

8. Transmittal of Approved/Denied Request to the Requesting Party (FRO):   

 

The FRO shall transmit the approved/denied FOI request to the requesting party within 15 

working days upon receipt of the same and file copy of the following: 

 

a. FOI Request Form; 

b. copy of given requested information/ data; and  

c. other supporting documents. 
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SECTION VI. REMEDIES IN CASE OF DENIAL  

 

The Requesting Party whose request for access to information has been denied may avail 

himself of the remedy set forth below:  

 

1. File a written appeal to the DOLE Central Appeals and Review Committee within 

fifteen (15) calendar days from the date of receipt of the notice of denial or from the 

lapse of the period to respond to the request.  

  The appeal shall be decided by the Overall FOI Champion or his authorized 

designated officer concerned upon the recommendation of the Central Appeals and 

Review Committee within thirty (30) working days from the filing of said written appeal. 

The party requesting for the appeal shall be informed of the decision within 10 working 

days from promulgation, through the FRO. Failure to decide within the 30-day 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.  

 

Process Flowchart for Appeals  
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SECTION VII. EXCEPTIONS 

The DOLE-OSEC recognizes the right of the people to information on matters of public concern. 

Access to official records, documents and information pertaining to official acts, transactions, or 

decisions, as well as government generated data/information and researches used as basis for 

policy development   shall be afforded the public, subject to such limitations as may be provided 

under Executive Order No. 2 Series of 2016.  

1. Information covered by Executive privilege; 
2. Information classified as confidential or privileged relating to national security, defense 

or international relations; 
3. Information concerning law enforcement and protection of public and personal safety;  
4. Information classified as confidential for the protection of the privacy of persons and 

certain individuals such as minors, victims or 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 and drafts; 
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 classified as 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.  
 

Note: The list of exceptions are provided in the DOLE website under the Agency Information 

Inventory classified as follows: 

1. Internal ï Information / data that cannot be disclosed to the public; 

2. Limited ï Only limited information / data can be disclosed to the public; and 

3. Public - Information / data that can be disclosed to the public. 

 

The Agency Information Inventory shall be updated quarterly and/or as necessary. 

 

SECTION VIII. REQUEST TRACKING SYSTEM  

 

The DOLE offices shall establish a system to trace the status of all requests for information 

received or released by it, which may be paper-based, on-line or both.   

 

SECTION IX. FEES  

 

1.  No Request Fee. The DOLE offices shall not charge any fee for accepting requests for 

access to information.  
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2.  Reasonable Cost of Reproduction and Copying of the Information: The FRO shall 

immediately notify the requesting party of any reproduction and copying fee to provide the 

information. Such fee shall be the actual amount spent by the concerned DOLE Office in 

providing the information to the requesting party.  For this purpose, an official receipts 

shall be issued upon payment of applicable fees. The schedule of fees shall be posted by 

the concerned DOLE Offices.6 

 

2. Exemption from Fees: The DOLE offices may exempt any requesting party from 

payment of fees, in case of pauper or indigent clients upon presentation of certificate of 

indecency from the barangay.  

  

SECTION X. ADMINISTRATIVE LIABILITY  

 

1.  Non-compliance with FOI. Failure to comply with the provisions of this Manual shall be a 

ground for the following administrative penalties:  

 

a. 1st Offense - Reprimand;  

b. 2nd Offense - Suspension of one (1) to thirty (30) days; and  

c. 3rd Offense - Dismissal from the service.  

 

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 any body or agency, which provides for more stringent penalties.  

 

SECTION XI. EFFECTIVITY 

 

This Order shall take effect immediately. DONE, in the City of Manila, this ___ day of September 

in the year of our Lord two thousand and eighteen. 

 
 

SILVESTRE H. BELLO III 
Secretary 

 Department of Labor and Employment 
 

                                                           
6 For this purpose, a separate guidelines for the payment of fees shall be issued by the Department. 


