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CITY RESOLUTION NO.2025-855
Series of 2025

A RESOLUTION AUTHORIZING MAYOR STRIKE B. REVILLA TO SIGN
A MEMORANDUM OF AGREEMENT ON BEHALF OF THE CITY
GOVERNMENT OF THE CITY OF BACOOR, CAVITE WITH THE
DEPARTMENT OF INFORMATION AND COMMUNICATIONS
TECHNOLOGY IN RELATION TO THE Tech4ED PROJECT.

Sponsored by:
Hon. Adrielito G. Gawaran
Co-sponsored by:
Hon. Randy C. Francisco

WHEREAS, on 13 November 2025, the Sangguniang
Panlungsod received a letter from Mayor Strike B. Revilla
formally requesting the City Council to pass a resolution
authorizing him to sign a proposed Memorandum  of
Agreement between the City Government and the
Department of Information and Communications Technology
in relation to the implementation of the Tech4ED Project of the
said agency. A copy of the proposed MOA was altached to
the said letter and is deemed an integral part of this Resclution
as Annex “A".

WHEREAS, the members of the City Council unanimously
voted in favor of suspending the internal rules of procedure of
the &' Sangguniang Panlungsod in view of the transcendental
importance of the said request on the educalion of young
Bacoorenos.

WHEREAS, pursuant to the doctrine enunciated by the
Supreme Court in Malonzo v. Zamora (311 SCRA 224}, the
sangguniang Panlungsod went on recess and conducted a
hearing during the said recess with regard the said request.
Invited during the said hearing was Ms. Carmelita F. Gawaran
(head of the City Livelihood and Development Department)
and Atty. Kim Nyca Lofranco (City Legal Officer). During the
said hearing, Ms. Gawaran and Atty. Lofranco assured the City
Council that the provisions of the said MOA are not confrary to
low and are advantageous to the public and to the City
Government.

WHEREAS, ofter the said hearng, the Sangguniang

Panlungsod reconvened and Councilor Adrielito G. Gawaran
moved for the approval of Mayor Revilla's request in view of
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CITY OF BACOOR

Office of the Sangguniang Panlungsod

BAGCONG PILIPINAS

the unanimous finding of the members of the City Council that
the provisions of the proposed MOA are not contrary to laow
HON. CATHERINE SARING-EVARISTO and are advanfagecus to the public and fo the City
City Coungilor). ity Viee Mayor  GOVErNMmMent.

r

HON, MIGUEK N, BAUTISTA NOW THEREFORE, upon motion of Councilor Adrielito G.
o : [ Gawaran, duly seconded by Councilor Randy C. Francisco, BE
WO ADRIELTTD G, GAWARAN IT RESOLVED AS IT IS HEREBY RESOLVED by the 6" Sangguniang

- Panlungsod of the City of Bacoor. Cavite during a regular
sassion duly assembled to authorize Mayor Strike B. Revilla to
sign the Memorandum of Agreement with the DICT with regard
the implementation of the Tech4ED Project in partnership with
the City Government of the City of Bacoor, Cavite.

DHSTRICT |

RESOLVED LASTLY to fumish the Office of the City Mayor,
the DICT, the City Livellhood and Development Department

ciy Counclor and other government agencies concemed with copies of this
EI% o Resolution.
HON. ROBERTO I ADVINCULA APPROVED this 17" day of November 2025 at the City of
City Coungllor — Bacoor, Cavite,
B PALADIRCH | hereby certify that the foregoing Resolution was duly
ﬁw approved in accordance with law,
ROGELIO M. NC
City-Eopncl
¢ Certified:

L i
HOM. H BIAN : o
*ﬁ'f
i P

HON. CM'HEII}NE SARINO-EVARISTO
Acting City Vice Mayor

Attested:
; MS. n‘.‘:HISﬁNAH MhLAWIg
HON. ANGELS. BUNCIO Supervising Adminisirative Officer
City lar- 5K ion President A
Attasted by: Noted:

M5, CRISTINA R. MALAWIG

Supervising Admintrtrative Officer HDH ROWENA BAUTISTA-MENDIOLA

Certified by:

HOM. CATHERINE SARIND-EVARISTO
Acting City Vice Mayor/Presiding Offcer

mpet
Noted: hE B R
Sk

HON. ROWENA BAUTISTA-MENDIOLA
Acting City Mayar | 2 City Resolution No. 2025-855, 17 November 2025



MEMOBANDUM OF AGREEMENT
KNOWALL MEN BY THESE "RESENTS:

This Mewmorandum of Agreement (MOA) made and entered into, on this _ the day of
2025 1n at Bacoor Government Cenley, by and among.

The DEFPARTMENTOF INFORMATION AND COMMUNLCATIONS
TECHNOLOGY, an effice existing by vidue of Republic Act Mo, 10844, dated 23 May
2016 with principal oflice address at DICT Building, CP. Garcia Avenue, UP Diliman.

Quezon City, represented herein by its SECRETARY, IVAN JOHN E. UY, hercin aber
refemed to as the "DICT,

and-

The LOCAL GOYERNMENT UNIT, witlt address ot Bacony (Govermment Can ter
Bacoor Boulevard Baranpay Bayanan, City of Bacoer, Cavite, represented herein by its
City Mayor, STRIKE B REYILLA, duly authorized for the purpose, hereinafter referred to
gz lhe "PARTNER".

DICT and the PARTNER are collectively referred to as "PARTIES" and each a "PARTY"
to Lhis Agreement

WITNESSETH:That

YWHEREAS, Lhe DICT is mandated W be the primany policy, planning, coordinaling,
implementing and administrmtive entity of he Exccutive Branch of (he government that will
plen, develop, and promote the national Information and Communications Technolopgy (TCT)
development agends;

WHEREAS, in line with its mandate, the DICT aims to bridge the digital divide by
establishing Technokpry for Edwcalion, Empleyment, Entreprinencs, aod Economic
Development (FeehdED) Centers (" Tech4EDY Project" or "Project”) under its Digial
Transbormalton Center {DTC) Program. Which will enhance Lhe socic-coonomic condition of
Filipinos and provide inclusive prowth to the country; '

WHEREAS, the TeehdED Project aims to cater to marginalized and wvulnerable
seements of sociely, including women and children. senior citirens, indigenons people,
persons wilh disabilities, public schoel teachers and smdents, out-oi-sehool youth and adukls,
Overseas Filiping Workers(OFW), and micre, small, and medium enterprises(MSME).
espeeially those in lhe counmyside;

WHEREAS, the DICT has identificd the PARTNER as a beneficiary oftheTechdED
Projeet,

WHEREAS; IMCT and the PARTNER have agiced ip cooperate and jointly commit
to promote communily development lheough the use of ICT for effective and efficient
povemance in the country:
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WEIEREAY, the PARTNER has manifested ils intent and represented to DICT that it
is qualified to eslablish 4 Tech4 EDCenter and receive the equipment packape consisting
of:[25](TWENTY FIYE) Laptop Compuders and acress o the Learning Placform fram
the DICT, and has comespondingly atbssted 1o support all activities ) sustain gnd maintain a
TechdED Center, to provide, Where and when feastble, nceessary services to the community:

WHEREAS, thc PARTIES have agrced on the free use of the platform, solutions,
technaology, and brand for 2 TechdED Project under Lhe herein below conditions for Lhe sole
pupose of furhering the objectives of the Techd ED Project;

WHEREAS, [or and in consideration of the PARTNER's belief and recognition of
the TechdED Center's invaluable services o the community, the IMCT shall provide. unto
the PARTNER an Equipment Package, free and clear from all [jens and epcwmbrances,
cxcept only such as may be subsisting by opertion of law

WHEREAS, thiz MOA shall be enforced and realized ondy upon provision of said
Equipment Package theough ils deployment

WHEREAS, upon receipt of the Equipment Package, FARTNER shall deploy the
equipment to a Tech4ED Center that it will be opemting for its intended sod maximeeed
usaRe:!

NOW, THEREFORE for and in consideranion of he foregomng premises and of
mutual covenanls, agreemenrs and stipulations hereinafter set forth. The PARTIES hereto
agrce 1o enter into this MOA under the following terms wnd conditions:

SECTION]. PURPOSE OF THE MOA

This MOA 15 an agreement between the PARTIES for (he ransfer of Equipment
Package and the Fec usc of DICT's platform, solutions, wchnology and brand of Fech4ED
Project by the PARTNER. The location(s) and descnphion(s) of the site{s) arc found i
ANNEX"A™

SECTIONZ. SCOFE OF THE PROGHAM

This Memorandan of Agreement shall cover the approval of the PARTNER's
application a5 DACT's partner for the hosting and operation of 3 TecR4ED Center o i
community, the consequent transler of the Cquipment Package indicated in Section & and the
provision of Training Package and appropnate technical assistance to the FARTNER, as
DICTY's host partner through the Techd ED Project.

SECTIONI.TERMS OF AGREEMENT

3.1 The PARTIES here to aaree that Lhey share the common poal of implementing the
TechdED Project,

3.2 The PARTIES here to acknowledge that ownerehip of the pladbmm, solations,
rechnology and brand shall remain with DICT . while transfemed Equipment Package and
tose provided by the PARTNER. If any, shall remain with the PARTNER;

3.3 The PARTIES hereby undertake to faithlully and sifcely p-erﬁ:-rm.ﬂm
responsibilities enumerated under this MOA and fully understand the consequences thergin in
case of pon-performance thereof.
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3.4 The Eguipment Paclage that will be donated by DICT shall be exctusively used
for the Tech4ED Center operated and manaped by the PARTNER The usc of the Equipment
Package by the FARTNER for any other purpose shall be considersd 3 matetiz] breach and
ghall be: a ground for Lhe immediate termination of Lhis MOA:

3.5 The PARTIES understand and agree Lhat (he IMCT 1s providing (he use of ils
platform. Solutions, technology, brand. and setvices free of any charge. Farthermere, the
PARTIES herchy declare that DICT is MOT charging any fee from the PARTHER or [rom
the pullic for the wse of he pladform, solutions, technology and brand of the Tech4ED
Project under this MOA: '

SECTMON4. OBLIGATIONS OF DICTY
LT, shall render Lhe following to the PARTNER:

4.1 Supporl and assist the PARTNER in maximizing the DICT services through Lhe
Center.

4.2 Allow the PARTNER freé vie of the Learning Platlorm and (he peovision of
Equipment Package consisting [25{TWENTY FIVE) Laplop Compauiers.

4.3 Provide through ils partners appropnate technicsl sssisines duning deployment
and installation of the Equipment Packape

4.4 Register Lhe Tech4ED Center in the Moenitoring Dashboard of (he ICT Litetacy
and Competency Develapment Burean {ILCDB} and hink the TechdED Center. Center
Manager/Assistaot Conter Manager accounts, apd the donated Laprop Compaters to the DICT
Learning Platform.

4.5 Provide pelevant tainings to develop Lhe skills of the Center Manager andfor
Assistant Cenler Manager who shall be tagked Wb manage and implement the day-to-day
operations of the Techd ED Centery

4.6 Conduct treinings for the Center Team of the FARTNER prior to the operation of
its Center.

4.7 Heview repods required W be submitted by the PARTHER relative o the
opcration of its TechdEDCenternand

4 8 Evalyate apd eopduct periodic monitoring of PARTNER's perfommance.

SECTIONG. OBLIGATIONS OF LOCAL GOYERMMENT UNIT TROUGH
R.E.¥.I.L.L-A. CENTER

The PARTNEHR shall be respensible for the following:

5.1 Provide a4 feast one (1} dedicated TechdED Center Manaser who will be tasked to
manzge ceoter operzlions and serve ax DICT s conlact person [or activities concemitg
theTechd ED Prajecy, including training, center operations, and monitonng and evaleation
ACtivilies,

5.2 Bhoulder the cosls of monthly ocperating expenses, such as salaries of the
Techd B0 Cenler Manager and other personnel, electric, intermet and telephone bills, supplies
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and materials, and other incidental expenses for the continuous operation of the Tech4ED
Cenkers

5.3 Shoulder the costs of travel and training for its Center Manager and Center
Assistant Manager for training under the Teeh4ED Project, ineluding but not limited w the
L.enter Managers Training and annual surnmit for knowledge exchange to cnhance the
center’s perlurmance.

5.4 Provide intemel connectivity at the TechdED Center throuph Wi-Fi with atleast2
Mbps Committed Information Rate [CIR),

5.5 Provide et [cast one (1) equipment fble for cach equipméent wnit reveived;

5.0 Maintin and imaximize the use of the RICT-peavided equipment, which should
not be pulled-out from the Tech4ED Center but be productively osed solely for the Tedh4ED
Iroject's purposes. The PARTNER shall be responsible for the cost of the equipment repatir
beyend the equipment’s warranty scope and petiod;

5.7 Engure Lhe operation of the Center from Monday to Friday, for at least eight ()
consecutive howrs, preferably from £ o' clock in the morning until 5 ¢ clock in the afternoon.
PARTNER shall operate ik Tech4ED Center in secordancs wilh Tech4ED Center Managers,
Toolkit of the DICT. The satd guidelines are arlached as ANNEX"B" and made an integral
parl ol the MOA;

5.8 Ensure that each equipment shall be eadily available and functional for use of the
target soctors of theTechd ED Project For 4t least the prescribed operation:] davs i a year, for
the duralion of the BIOA;

5.4 Ensure the availability of service center or equipment technicians within te area
who shall promptly addeess repods/complaints of the user and do preventive maintehance
against such concerns, but not limited to, viruses, malware and Lhe like, on 2 quarterly basis;

5.10 Prepare and submil to DACT 3 monthly incident management report af
complaints and incidems escalaled by Lhe tapet sectors with information on the actions laken
by the seoviee eentar or techmeians and the comesponding tesponse time:

5.11 Prepare and submit to INCT a report of activitics and traunings organized, with
Lists of Participants, including information on the number of uniguc users/participants trained
ot enpaged, disapprepated according to seX. Employment in government, and location,

5.12 Conduct advocacy and promotional activities for the dissemination of the
Center’s existence and service offering to the commaunicy including the promotion of the
Center ¢n the PARTMERS website, and reguelacly update with rélevanl news aod
accomplishments of the Center.

3.13 Identify information and service teeds of te community and Rcilitzte the
development of relevant and local content and delivery of appropriate government services
through its partners and alliances among local communities and government agencics;

5.14 Submit an Operational Plan wilthin two months after its eslablishment and
annually thercafter. Lntil the effectivigy of the MOA, to puide the DICT in the assessment of
the Center' s progress and perfonnance relative to the Dipital Transformation Center
Frogram;
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5.15 Beimburse cost of laiming and all other coses for technical services availed of in
Lthe event of termination or wilhdrawal as parimer beneliciary of the Program.

SECTIONSG. OTHER PROYISIONS

DICTs responsibifity for the repaic of equipment shall be limited 1o the coordipation
with [he supplier wilhin the warramy period.

SECTIONT. FUNDINL-

This MOA will be subject W the availabiliy of fonds and other cesounses af the
FPARTIES, in accordance with Lhe usual budgeling, accountieg, and auditing rulcs and
regulations. The cost of the activities and the performance of the PARTIES respective
responsibilities shall be Jor the sepamte aceounts of the PARTIES,

The DICT shall provide relevant training ta Lhe Center Managers of the PARTNER
Tech4ED Team. However, costs for additional wechnical service and other servive requests by
the PARTNER not covered vnder Uiz MOA ghall be bome by the PARTNER.

SECTIONS. DETAILS OF THE EQUIPMENT PACKALE

The following equipment shall be provided v DICT of the PARTNER:

Ehuipment Packagr

Mo, Equipment Type (uant Serial Number
ity
1 Lenovoideapad3i3f- 151K B40GHE 1 T HDD 23 PF1QCEYD PFIRGAHR
PF1QCHE2R

SECTIONS. DURATION AND EFFECTIVITY OF THE MOA

This MOA shall wke elfect upon the signing of the PARTIES hereto and shall be
valid for theee (3) years enless carlier (erminated or revoked or ¢ancelled for cause by giving
a lharty-(30) day prior wrilten notice to the other PARTY

Further, the purpose for which the provision for Equipment Package was prmvcd.and
granted by DICT shall not be changed, modified, or altered wilthout the prior written consent
of DICT whose concurrence can only be withhield upen ressonable ground, to wit.

a. [ftbe PARTNER commiis a breach on any of the conditions for the provision of the
Equipment Package, DICT may take appropriate action, including revocation of the
trapsfer plus dapnages, to uphold the public interest.

b. Upon temuination of this MOA, or the revocation of the grant of the Equipment
Packapge by DICT to the FARTNER due to breach, FARTNER shall immediately
return the Equipinent Package and such olhet items provided by the DECT at such
place a3 may be determined by DICT plus damages, Withoue necd of demand.
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SECTIONI1O MONITORINGAND COMPLIANCE

The PARTIES shall tnutually manitor the 2dherence and compliance of their
COUNTER-PARTY . Any lapsc or breach of obligations shali be brought 4o the aiention
of the olher theough notices to Lheir respective duly authonzed represenlalive.

The PARTIES agree 1o settle 1zsues, lapses and breaches of obligations Lhrough
internal pepntiations. However, if issues, lapses and breach continue for three (3)
conseeutive events and notices, the ollended PARTY mav, 25 a matter of right given and
agreed to in this MOA and subject to prior notice to Lhe other PARTY, partially or fully
shspend its conlributions L this endeavor or rescind this MOA.

SECTTIONII. RELATION SHRFP

11.1 There 15 no employee-emplover or principal-agency relationship between the
DICT and PARTNEMR:

11.2 Nothing contained in this MOA shall be deemed o constitute a parinership, jont
venhire between the PARTIES, or a merger of their assets or their fiscal and alher
liabilities or underakang, Netther PARTY shall have the right (o bind the other PAIRTY,
except as expressly provided for herein,

11.3 The empléryess of the DPICT and PARTINER. shall remain their respective
employess. Any liabilities and obligations emanating from the employer- employee
relationship of the respective PARTIES shall be solely shouldered by the respedive
employers; and

11.4 The Tech4ED Center Managers and other pecsonne] of the Tech4ED Centers
shall remain the employees of PARTNER. Any Lisbilities and obligations emanating
from such employer employee relationship shall selely be for the account of the
FARTNER.

SECTIONIZ. AMENDMENTS

Any amendment on the provisions in this Agreernent should e made upon mutus!
wiitten consent of both PARTIES.

SECTIONIA SEPARABILITY CLATSE

In case any prorvision heceof ar aoy part thereaf shall be declared void or
unenforceable by competent authonties, the remainder unafected by such declaration
shall remain valid and binding among Lhe PARTIES, their successors, and assipns.

SECTIONI14. ASSIGNMENT AND SUCCESSION

This MDA shall be binding upon and inwre to the mutual benefit of the PARTLES and
their respective successors and permitied assigns. However, neither PARTY may a55iem or
delegate its rights and duties here under without the prior consent of Lhe other PARTY.

SECTIONIS GOYERNING LAW

The validity of this MOA and the constrction of its terms and conditions,
wnlerpretation, and enforcement of the righis and duties of the PARTIES shell be governed by
lhe Laws of the Republic of the Philippines,
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SECTION1A SETTLEMENTOF DISPUTE
In casc of disputes, claims and controversies due 1o non-comphianee with the kerms of

this MOA, the PARTIES agree to submit to voluntary erbitration pursuant to Lhe prevailing
arbitration laws of the Philippincs.

SECTION]T. VENUE

The exclusive venue of all eourt actions or requesls for interim measutes, should these
become necessary, shall be in Quezon City., Philippines.

IN WITNESS WHEREQHF, the PARTIES have sipgned this Memomndum of
Apreement in the place and on Lhe date first above written.

DEPARTMENT OF INFORMATION AND GOVERNMENT UNIT
LOCAL COMMUNICATIONS TECHNOLOGY

IVANIONNE.UY STRIKE B. REYILLA
Secrelary Mayor, City of Bacoor
IN THE PRESENCE OF
DEPARTMENT OFI NFORMATION AND REY.LLILA CENTER

COMMUKICATIONS TECHNOLOGY

DI FELEX STABANADO, JR. CARMELITA F. GAWARAN
REGIONAL DIRECTOR Ofcer-in-Change City Livelibood
Licsignation and Development Department
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ACKNOWLEDGEMENT

BEFORE ME, a Notary Public for ard in the above jurisdiclion, this_day of 2025,
Perzonally appoared:

Mame Goavernment IR Daie & Place Issued

. Secretary

¢ Authonzed Sippatory

both known to me and to me known to be Lhe same persons who executed the foregpoing
Memorandum of Apreement which consists of {__) pees, ineluding this page in
which the aeknowledgment 1% written, signed by the pariics and their mstrumental witnesses
at the epaces herein provided and acknowledged o me that the same is their free act apd
deed.

INWITNESSWHEREOQF, [ have here unte set my hand and aifixed my notacal seal on
this day of 2025,

NOTARY PUBLIC

Do, Mo, ;
Page No,
Book Mo. .
Series of 2025.
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ANNEX “A"

LOCATION(S) DESCRIFTION(S) OF SITE(S) WHERE THE TECH4ED CENTER(S})
SHALL BE HOSTED AND OPERATED

Meme of Center lElact Location/Address MName of Cenfer Manager

REVILLA CENTER _[San Nicolas 2, Bacoor City

=  [HTice space: At least 20 sguare meter office to serve as the center. Can be localed in
the Municipal, Ciry Building or Compound, Barangay Hall, Library, School
Computer, ete.
Furnishings: Computer Tahles and Chairs.
Compuiers: At least 3 units of computers with headsets and microphones.
o Computer Backeround:Techd ED 'Wallpaper
= Internet connection: Broadband, DSL, Fiber, etc (whichever 15 applicable)
+ Proper signage:
a. TechdED Center Banner (6x41.} with partner Logo - should be displayed
putside the center
b. TechdED Center Door Banner (6x21t.) with partner Logo - should be
displayed at the door of the center
e. TechdED Center De's and Don'ls - should be displayed inside the center
d. Techd ED Center Services Ollered - should be displayed outside the center

c. Operating Hours of the Center - shauld be displayed at (he door of the
center

wWOOTY Comers — aptional
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AMNEX"B"

TECH4ED CENTER QPERATIONS AND GUIDELINES

1. Dpening proccdurcs-

Thé designated Center Stall should ammive at least balf an hour before Center business
hours begin to provide enough time to ensure that:

All computers, periphermls, and other cquipment are properiv plugged-in;
The lighls, equipinent, and Lhe air conditicning and ventilation system are
tarned omn; -

For online centers, check i0thers is Internet copnectivity

2. Center Maintenance -

Fer Center equipment, diagnostics should be performed on Lhe equipment
regularly and this includes running an antivirus, check disk, formatting,
delagging, system updates, softwace npdates, et

[ the equipment andfor fumiture i3 showing sigms of wear and tear and has
reached the threshald for repair or replacement, arrangements should be made
with the beneficiary for its repair or procuremnent; and

Befors conduching equtpment matnbenance, therd should be a notice posted st
least three days before notifying users of the date and hime of the scheduled
tnaintenance

3. House Rules-

" @ & &

The Center will pricritize those that will wse its equipment and services for
educationalresesrelyschool purposes;

Visiting online gaming, betting, and pamographic sites (s prohibated;
Silence should be obscrved:

Keep Lhe worlslation clean;

The use of Lhe Center is on a first-come, first-serve basis taking into
consideration senioe citizens, PWDs and pregnant women:

The cnc-person-per-PC policy shall be sinetly observed in order to meainiain
order in the uze of the Center;

Mon-pgers or bystanders are not allowed inside Lthe Center;

Pepple ureder the influence of alcolhol or drogs are prohibited from entering Lhe
Center;

Smoking 15 not allowed within Lhe Center premises,

Eating, drinking, or chewing gum inside the Center is not allowed,
Streaming audio and video that are not patt of the Tech4ED Platforin is
probibited,

Saving andior copyiag ol fifes and mserting Dy, {lash dnves, and other
storape devices must be upon the approval of Center StafT,

[legalfunlawiinl activities such as hacking, deleting files, changing/tweaking
the system configuration or password, ele., will not be (olerated,
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+ Users may not tamper with any equipment inside the facility, especially the
eompoter units, cables, and sockets. In case of hardware and/or soflwars
problems, users may ask for assistanes froro the Center Staff on-duty;

+ Downleading, installing, 2nd inappropriate materials and sofiware other than
those installed on the computer stations are prohibited,

» Bringing dangerovs items andfon weapaotis ta the Center is not allowed; and
The TechdED Manager or Staff on-duty has the nght to roquest the usér to
leave the Centet premises (f hefshe is found violating any of these rules.

4. Center 3tafT Shifting/Scheduling

» A schedule shall be made available in the event that there are mpltiple stalt
available for the center.

5. Profiling Users-

= Self-assesgment, they can ask the users to fill out an tniake form or sign a
logbook before assigning them 1o workstations. Lsers should be aszisted
based on the level of digital hiteracy stated in their pralile,

& Trzining ~the Center should post 2 Monothly calendar of activifics to 1et the
users know the avallable tminings and when they ate scheduled to take place.
Center users inquiring about treinings should be sssessed so (hat they can be
placed g the appropriate training tier.

6. Mandiing User Complaints and Feedback-

= A sugeestionfeedhack hox may be placed at a prominent place i the Centere
wherc users can see it

» Feedback forms and writing instruments should be placed beside the
sugestionfeedback boe.
Diocument Reed back/complaints.
(enter stalf should be paticnt and handie the complaints wetl %
If a solution is not readily available, Conter Stalf may present opticns for Lhe
wser to congider. 1f the izsue needs o be escalated to the Tech4ED PFO or (he
PMO), Center Sl shouwld keep the user updated about the statos of hisher
complaint

7. FPromoting Safery, Security, And Data Privacy Within The Center

s Hecuring the Center —

o Computer systems, operating systems, appheation software, and other
eguipment are subject to monitoring,.

o Inreference to the Data Prvacy Act, user credenhals such as
usernames, passwords, hint questions, slectronic pins, and other
electronic login information should not be shared, disseminated, nor
exiracted for the purpose other than its intended use,

o TeebdED Personnel should exercise confidentiality in all Center-
related transactions. Stafl should safeguacd mformation. They shall be
held liable for loss or theft of pertinent information.
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[n the event thal a lost or suspicious item, iltegal substance, or
weapon, is found inside the personal belongings of an employee, the
employee shall submit a written explanation, detziling the reasons for
possessing the item.

Emerzency and Safety procedure-

0

The Center Manawer should be aware of the emergency exits In case
evacuation is necessary. Centers should comply with the DRREMEP of
the LGU focgamzation.

As a precaution, there should be a dedicated cireuit breaker For the
whole facility. Desktops should be connected to anto-voltage
regulators W contrel powet fluctuations. Do not cannect multiple
cables to one wall socket. Avoid octopus winng, Damaged cables,
plues, and sockets should ke replaced immediately,

The Center should have a five extinguisher, and that all Center stafi
should be traned on how 1o use 1k

In the event of a power outape, personnel should mm off all the
clectneal equipment.

It iz advisable that a CCTY be installed within the Center premises.

E. Closing Procedwres —

Rermnd usees 3 minutes before the actual closing nme that the Cenler 15
aboutt 1o close in order 1o give users encupgh time to fnalize teir wortls;
Tumn off the server computer; if available; wen ofl all devices properiy;
Turn off and unplug afl equipment, and he air conditionmg and ventilation
systepn, and

Turn 0T the lights privr 1o locking the doors of the center.
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