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IMPLEMENTING GUIDELINES
FOR ORDINANCE NO. 2026-002
NAGA CITY YOUTH EMPLOYMENT PROGRAM (YEP)

RULE I: GENERAL PROVISIONS

Section 1. Title. These guidelines shall be known as the "Implementing Rules and
Regulations of the Naga City Youth Employment Program (YEP)."

Section 2. Policy. Itis the policy of the City Government of Naga to promote full employment
and youth welfare by institutionalizing a program that integrates the national Special Program
for Employment of Students (SPES) and the local Students Employment for Enroliment
(SEFE). The program aims to provide work opportunities to poor but deserving students, out-
of-school youth (OSY), and dependents of displaced or low-income workers.

Section 3. Legal Basis. The YEP is established pursuant to City Ordinance No. 2026-002,
enacted under the authority of the Local Government Code of 1991 (R.A. No. 7160), Sections
16 and 447(a)(1)(iv) and (vi). It integrates the national SPES framework under Republic Act
No. 7323, as amended by R.A. No. 9547 and R.A. No. 10917, and is implemented in
compliance with the Data Privacy Act of 2012 (R.A. No. 10173), the SK Reform Act of 2015
(R.A. No. 10742), City Ordinance No. 2017-037 as amended by Ordinance No. 2021-020
(NCCYD/CYDO), and Ordinance No. 2023-004 (i-Engage Ordinance).

Section 4. Definition of Terms.
As used in these Guidelines:

e "SPES" refers to the Special Program for Employment of Students under R.A. No.
7323, as amended.

e "SEFE" refers to the Students Employment for Enroliment, a local counterpart
program fully funded by the City Government of Naga.

e "Private Sector Partnership" refers to employment arrangements with registered
private establishments in Naga City under a shared-wage formula, authorized under
City Ordinance No. 2026-002.

e "YEP Board" refers to the multi-sectoral oversight body created under Rule VIl of
these Guidelines.

e "Metro PESO" refers to the Community Employment Center of the Metro Naga Public
Employment Service Office, the lead implementing agency.

e "PIO/PIC" refers to the Personal Information Officer and Personal Information
Controller, respectively, as defined under R.A. No. 10173.

e "DOLE-prescribed SPES wage rate" refers to the standardized compensation rate set
by the Department of Labor and Employment for SPES beneficiaries, as applicable at
the time of employment.

RULE II: ELIGIBILITY AND COVERAGE
Section 1. Qualified Beneficiaries.

The program is open to poor but deserving individuals enrolled or intending to enroll as
incoming Grade 12 students, first-year college students, college-level students in any
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government, private and technical-vocational institutions who fall under any of the following
categories:

e Students: Former beneficiaries of the Special Program for the Employment of
Students (SPES) and Student Employment for Enrollment (SEFE) as well as new
applicants who meet the qualifications and eligibility requirements prescribed under
Republic Act No. 7323, as amended by Republic Act Nos. 9547 and 10917, and the
Naga City Youth Employment Program as provided under City Ordinance No. 2026-
002.

¢ Out-of-School Youth (OSY): Youth wishing to pursue further education or skills
training.

e Dependents of Displaced Workers: Dependents of workers who are unemployed,
underemployed, or displaced due to business closure, work stoppage, or natural
calamities.

Section 2. Prioritization.
In the selection of beneficiaries, priority shall be given to:

Eighteen (18) to thirty (30) years old at the time of application.

Children of solo parents.

Youth with disabilities or children of Persons with Disability (PWDs).

Youth from low-income households as certified by the City Social Welfare and

Development Office (CSWDO).

e Applicants who have achieved a general weighted average of eighty-five percent
(85%) in the most recent semester, with no failing grades, will be given priority.

e As a general rule, sons and daughters of government employees are disqualified,

except for those in contractual or job order positions with wages below Ten Thousand

Pesos (P10,000.00) per month.

Section 3. One-Member-Per-Family Policy.

To ensure equitable access, only one (1) member of a family (solo-parent or nuclear family)
shall be accommodated in the program.

Exception: Upon certification by the CSWDO that a household's combined net family income
is below fifty percent (50%) of the applicable poverty threshold and that two or more members
of the same household are simultaneously enrolled as students and meet all other eligibility
requirements, the YEP Board may, on a case- by-case basis, allow a second family member
to participate in the program. Any such exception shall require a majority vote of the YEP
Board members present.

Section 4. Disqualification.

The following are grounds for disqualification of applicants or removal from the program:

e Dropping of Subjects: Student-beneficiaries are prohibited from dropping any
subject while enrolled in the program. Doing so results in removal from the roll of
beneficiaries.

o Existing Scholarship: Beneficiaries who are recipient of any scholarship or receiving
educational financial assistance exceeding Five Thousand Pesos (P5,000.00) per
semester from the City Government or from any other public or private institution.

e For purposes of this provision, "educational financial assistance" shall refer to
stipend, allowance, or cash-equivalent scholarship components. Tuition fee
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waivers or subsidies received under Republic Act No. 10931 (Universal Access to
Quality Tertiary Education Act) shall not be considered as scholarship or financial
assistance for disqualification purposes.

e Exception: If a student becomes a scholar while already enrolled in YEP, they shall
be allowed to complete the program and receive remuneration.

¢ Graduating college students at the time of program implementation.

e Applicants who are currently undergoing on-the-job training (OJT) or enrolled
in summer classes at the time of program implementation.

e The combined net family income after tax shall not exceed the latest annual
regional poverty threshold as determined by the Department of Economy, Planning
and Development (DEPDEv), currently set at Two Hundred One Thousand Four
Hundred Forty-Eight Pesos and 30/100 (P201,448.30), subject to adjustment based
on DEPDEv through DOLE advisories.

Automatic Threshold Adjustment. Metro PESO shall, within thirty (30) calendar days from
the official publication of any updated DEPDEv or Philippine Statistics Authority (PSA)
regional poverty threshold, adopt the updated figure as the applicable income threshold for
the YEP. Such adoption shall not require amendment of these Guidelines but shall be
confirmed by the YEP Board at its next regular meeting and published on the Metro PESO
bulletin board and official social media accounts.

Periodic Review of Scholarship Cap. The YEP Board shall, at least once every two (2) years,
review the P5,000.00 scholarship disqualification threshold against the latest CHED and
DepEd tuition subsidy benchmarks and recommend adjustments, if warranted, to the
Sangguniang Panlungsod.

RULE Ill: PROGRAM COMPONENTS AND FUNDING MECHANISM

The YEP integrates three distinct components. Beneficiaries will be assigned based on
available slots and funding sources:

A. Special Program for Employment of Students (SPES)
e Nature: Implemented in partnership with the Department of Labor and Employment
(DOLE).
e Wage Sharing: 60% paid by the City Government (or private employer) and 40%
reimbursed by DOLE.
B. Students Employment for Enroliment (SEFE)
e Nature: A local counterpart program for qualified youth not accommodated by SPES
slots.
e Wage Sharing: 100% fully funded by the City Government of Naga.

C. Private Sector Partnership
e Nature: Employment provided by private establishments in Naga City.
e Wage Sharing:
e 60% of the salary shall be paid by the Private Employer.
e 40% of the salary shall be shouldered by the City Government of Naga.

Legal Basis for City Wage Subsidy. The 40% city share in Private Sector Partnership wages
is authorized under City Ordinance No. 2026-002, enacted pursuant to the general welfare
powers of the City Government under Sections 16 and 447 of R.A. No. 7160. This subsidy
is distinct from the DOLE-reimbursed 40% share under the SPES component and shall be
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disbursed through the regular voucher system, subject to the fiscal controls under Rule VI
of these Guidelines.

Mandatory MOA. Each Private Sector Partnership shall be governed by a Memorandum of
Agreement (MOA) between the City Government, represented by Metro PESO, and the
private employer-partner. The MOA shall include, at minimum: (a) the specific terms of the
wage-sharing arrangement; (b) the employer's obligations regarding working conditions,
safety, and labor standards; (c) disbursement documentation requirements; (d) COA audit
access provisions; (e) data privacy obligations regarding beneficiary personal information;
and (f) grounds for termination. Metro PESO shall coordinate with the City Legal Office in
developing a standard MOA template to be appended to these Guidelines.

RULE IV: COMPENSATION AND BENEFITS

Section 1. Standardized Wage Rate. Regardless of whether a beneficiary is under SPES,
SEFE, or Private Partnership, all beneficiaries shall receive compensation equal to the
DOLE-prescribed SPES wage rate applicable at the time of employment. This eliminates the
wage disparity between national and local program beneficiaries.

Section 2. Specific Funding for PWDs. For qualified youth with disabilities or children of
PWDs, the city's counterpart of their salaries shall be charged to the budget of the Persons
with Disability Affairs Office (PDAO).

Section 3. Employment Protection. Beneficiaries are entitled to working conditions and
safety measures provided under labor laws. Full documentation shall be monitored by Metro
PESO to prevent circumvention of labor standards.

RULE V: PRIVATE SECTOR PARTICIPATION

Section 1. Registration. Private employers willing to participate must register with the Metro
Naga Public Employment Service Office (Metro PESO) as YEP Partners.

Section 2. Incentives for Employers.
Registered YEP Partners shall be entitled to:

e Priority lanes at the Business One Stop Shop (BOSS).

e Prioritization in accessing loans and other assistance from the city government.

e An annual YEP Employer-Partner Recognition Award to be conferred by the City
Mayor during the State of the City Address or other appropriate occasion, in
recognition of outstanding support for youth employment.

e Expedited processing of business permits and licenses at the BOSS for registered
YEP Partners in good standing.

e Coordination by Metro PESO with the Bureau of Internal Revenue and DOLE
regarding any available tax incentives or employer certifications related to youth
employment programs.

Section 3. Employer Obligations. Registered YEP Partners shall comply with all provisions
of the MOA, including but not limited to: (a) timely payment of the employer's 60% wage
share; (b) maintenance of safe and healthful working conditions; (c) submission of certified
payroll registers, DTRs, and other disbursement documentation to Metro PESO; (d)
compliance with data privacy obligations under Rule IX of these Guidelines; and (e) non-
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discrimination against beneficiaries on the basis of disability, gender, religion, or political
affiliation.

RULE VI: IMPLEMENTATION PHASES AND DOCUMENTARY REQUIREMENTS
Section 1. Implementation Phases.

Summer Implementation Phase. This phase shall be conducted during the school break
period to assist students in preparing for enroliment. Beneficiaries shall be employed for a
period of twenty (20) working days, in accordance with the prescribed wage rate and work
schedule.

First Semester Implementation Phase. This phase shall be implemented during the First
Semester of the Academic Year to supplement beneficiaries' continuing educational
expenses and the following qualifications shall apply to applicants.

a) Applicants must be currently enrolled as tertiary students, which includes those in
college-level or technical-vocational programs, during the first semester of the
academic year.

b) Applicants must signify their willingness and ability to adjust academic schedules and
comply with the program requirement of four (4) hours of work per day for a total of
forty (40) working days, to be undertaken during the First Semester, without adversely
affecting their academic performance.

c) To comply with the work schedule of four (4) hours per day for forty (40) working days,
applicants must be free of school class schedules either from 8AM to 12NN or from
1PM to 5PM.

Section 2. Documentary Requirements.
Applicants shall submit the following:

1) Duly filled out YEP Application Form 1 with Passport-sized colored picture.
2) Birth/Baptismal certificate or any government issued IDs or any official document
indicating the applicant's date of birth and/or age.
3) Applicant's Family Income:
For those whose parents are wage earners, any of the following may be
submitted:
e Photocopy of latest Income Tax Return (ITR)
e Photocopy of Certificate of Tax Exemption issued by the BIR, or
e Original copy of Certificate of Low Income issued by the barangay for those who
reside outside the ten (10) kilometer radius from the nearest Revenue District Office
(RDO) of the Bureau of Internal Revenue (BIR).
For those whose parents are non-wage earners:
e Original copy of certificate of indigence or low income issued by the barangay or the
City Social Welfare and Development Office.
4) Average Grade during the Previous School Year or Semester:
Incoming Grade 12 and Incoming 1st year College Students:
e Certified photocopy of Form 138 (Student's Report Card) or Form 137 (Student's
Permanent Record); original copy must be presented for validation.
For College Students:
¢ Original copy of certification as to grades or system-generated grades, duly signed by
the school registrar.
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5) Additional requirements:
For Out-of-School Youth (OSY):

e Original copy of certification as OSY issued by the Barangay Chairman or duly
authorized representative of the Barangay using the barangay's letterhead, or
certification issued by the City Social Welfare Development Office, and original copy
of the previous grades of the last schools attended.

For dependents of displaced workers, any of the following:

¢ Notice of Termination issued by the employer,

e DOLE RO's Establishment Termination Report (ETR); or

o Certification of displacement issued by the concerned Barangay or City Social Worker
Development Officer.

For Guardian, Original copy of Affidavit of Guardianship.

6) Photocopy of the voter's ID or the voter certification of the applicant and
parent(s)/guardian.

7) If PWD, photocopy of PWD ID of applicant and/or parent(s)/guardian in addition to No. 6.
8) For the 1st School Semester implementation applicants, photocopy of the Matriculation
Form for the First Semester, SY 2026-2027, with corresponding class schedule.

9) Duly accomplished YEP Data Privacy Consent Form (Form 2), signed by the applicant
and, where the applicant is a minor, by the parent or guardian. The Consent Form shall
contain the information required under Section 4 of Rule IX of these Guidelines.

RULE VII: GOVERNANCE AND ACCOUNTABILITY
Section 1. Lead Agency.

The Community Employment Center of Metro PESO acts as the lead implementing office
and is responsible for:

Engaging private employers.

Program oversight and coordination with DOLE.

Acting as the Personal Information Controller for data privacy.

Preparing and maintaining a YEP Data Privacy Manual in accordance with Rule 1X of
these Guidelines.

e Coordinating with the City Legal Office on the development and execution of MOA
templates for Private Sector Partnerships.

Section 2. The YEP Board.
A YEP Board is created for monitoring and policy oversight.

Composition: Includes the City Mayor or his/her duly authorized representative, as
Chairperson, PESO Manager, as Vice-Chairperson, SP Committee Chair on Manpower and
Livelihood Development, SK Federation President, City Youth Development Officer, PDAO
Head, City Accountant, City Budget Officer, City Treasurer, City Legal Office and
representatives from DOLE, TESDA, Industry, and Academe.

Meetings: The Board shall meet quarterly (every quarter of the fiscal year) during the first
two (2) years of program implementation, after which the Board may adopt a bi-annual
meeting schedule (1st and 3rd Quarter) upon majority vote of its members, Special meetings
may be called by the Chairperson or upon written request of at least one-third (1/3) of the
Board members.
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Functions: Approve work plans, review monitoring reports, and ensure public disclosure of
findings.
e Decide on appeals and grievances under the procedure established in Section 5 of

this Rule.

e Review and approve exceptions to the One-Member-Per-Family Policy under Rule I,
Section 3.

e Conduct periodic review of scholarship and income thresholds under Rule Il, Section
4.

Section 3. Fiscal Controls.

¢ No cash advances shall be made except for legally authorized purposes.

e All disbursements must be supported by payrolls, contracts, certification of services
rendered and daily time records (DTRs).

e |t shall be the policy of the City Government to maintain or increase annual
appropriations for the YEP. Any proposed reduction in appropriation levels below the
amount allocated in the previous year shall require a written justification submitted to
the YEP Board and the Sangguniang Panlungsod, consistent with the plenary power
of the purse vested in the Sanggunian under Section 305(a) of R.A. No. 7160.

e For Private Sector Partnerships, each wage subsidy disbursement shall require a
separate appropriation certification from the City Budget Officer. Metro PESO shall
submit quarterly reports on all Private Sector Partnership disbursements to the YEP
Board and the City Accountant for pre-audit review.

Section 4. Implementation Schedule.

The annual implementation schedule shall be prepared by Metro PESO and approved by
the YEP Board. For CY 2026, the schedule is as follows:

Summer Implementation Phase:
e Application/Screening/Evaluation/Selection: February 16 to March 31, 2026
e SPES Employment Period: April-June 2026 (20 working days)
e SEFE 1st Batch: April 20-May 18, 2026 (20 working days)
e SEFE 2nd Batch: May 25-June 24, 2026 (20 working days)

First Semester Implementation Phase:
e June-August 2026/Completion of 160 hours of work

Section 5. Grievance and Appeals Procedure.

To ensure due process and protect the rights of applicants and beneficiaries, the following
grievance and appeals procedure is hereby established:

a) Notice of Disqualification or Removal. Any applicant who is disqualified or any
beneficiary who is removed from the program shall be notified in writing by Metro
PESO, stating the specific ground(s) for the disqualification or removal.

b) Filing of Appeal. The affected applicant or beneficiary may file a written appeal with
the YEP Board, through Metro PESO, within five (5) working days from receipt of the
notice of disqualification or removal. The appeal shall state the grounds relied upon
and attach supporting documents, if any.

c) Review and Hearing. The YEP Board, or a committee designated by the Board for the
purpose, shall review the appeal and, where warranted, conduct a hearing within ten
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(10) working days from receipt of the appeal. The appellant shall be given a
reasonable opportunity to be heard.

d) Decision. The YEP Board shall render a decision within five (5) working days from the
conclusion of the review or hearing. The decision shall be in writing, stating the
findings of fact and the basis for the decision, and shall be communicated to the
appellant.

e) Finality. The decision of the YEP Board shall be final and executory. without prejudice
to any remedy available under existing laws.

RULE VIII: MONITORING, EVALUATION, AND REPORTING
Section 1. Performance Indicators.

Metro PESO must track the following metrics:
e Number of beneficiaries employed/trained.
School re-enroliment rates.
Post-program employment rates.
Cost-effectiveness ratio.
Number of disqualifications due to dropping out.
Number of Private Sector Partnerships activated and sustained.
Number of grievances filed and resolved.

Section 2. Reporting.

The City Mayor, through Metro PESO, shall submit an Annual Implementation and Financial
Report to the Sangguniang Panlungsod.

The Annual Report shall include, at minimum: (a) a summary of beneficiaries by program
component (SPES, SEFE, Private Partnership); (b) financial statements detailing all
disbursements, including the city's 40% share for Private Sector Partnerships; (c)
performance indicator results; (d) a data privacy compliance report; and (e)
recommendations for program improvement.

RULE IX: DATA PRIVACY AND INFORMATION SECURITY

Recognizing the volume and sensitivity of personal information collected under the YEP, the
following data privacy provisions are established in compliance with Republic Act No. 10173
(Data Privacy Act of 2012), its Implementing Rules and Regulations, and applicable circulars
of the National Privacy Commission (NPC):

Section 1. Personal Information Controller. Metro PESO is hereby designated as the
Personal Information Controller (PIC) for all personal data collected, processed, and stored
in connection with the YEP. As PIC, Metro PESO shall be responsible for ensuring
compliance with R.A. No. 10173, including the rights of data subjects and the obligations of
personal information controllers.

Section 2. Data Protection Officer. A Data Protection Officer (DPO) shall be designated
within Metro PESO. The DPO shall: (a) monitor Metro PESQO's compliance with R.A. No.
10173 and NPC issuances; (b) serve as the contact person for data subjects exercising their
rights; (c) coordinate with the NPC as required; and (d) conduct or facilitate regular data
privacy training for all YEP personnel and partner-employers handling beneficiary personal
information.
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Section 3. Privacy Impact Assessment. Metro PESO shall conduct a Privacy Impact
Assessment (PIA) in accordance with NPC Advisory No. 2017-03 prior to the
commencement of each annual implementation cycle. The PIA shall identify and assess
privacy risks associated with the collection, processing, sharing, storage, and disposal of
personal information under the YEP, and shall propose proportionate mitigating measures.
The PIA shall be submitted to the YEP Board and to the City Legal Office for review.

Section 4. Consent and Notice.

Prior to the collection of personal information, each applicant (and the parent or guardian of
minor applicants) shall be provided with a clear and comprehensive Privacy Notice, and shall
be required to execute a written Data Privacy Consent Form (YEP Form 2). The Privacy
Notice and Consent Form shall include, at minimum:
a) The specific purposes for which personal information is being collected;
b) The types of personal information and sensitive personal information to be collected;
c) The entities or offices with whom the data may be shared, and the purpose and legal
basis for such sharing;
d) The rights of the data subject under Chapter IV of R.A. No. 10173, including the right
to access, correct, object to, and request erasure of personal data;
e) The retention period and disposal procedures; and
f) The contact details of the Data Protection Officer.

Section 5. Data Sharing Agreements. The YEP involves the sharing of personal
information between Metro PESO and various government offices (DOLE, CSWDO, PDAO,
City Treasurer, City Accountant) and, in the case of Private Sector Partnerships, with
registered private employer-partners. Each data-sharing arrangement shall be governed by
a written Data Sharing Agreement (DSA) in accordance with NPC Circular No. 16-02,
specifying: (a) the scope and categories of data shared; (b) the purpose limitation; (c)
security measures to be implemented by the receiving party; (d) retention and disposal
protocols; and (e) penalties for unauthorized use or disclosure. Metro PESO shall coordinate
with the City Legal Office in preparing DSA templates.

Section 6. Data Retention and Disposal.

Personal information collected under the YEP shall be retained only for as long as necessary
to fulfill the purposes stated in the Privacy Notice and to comply with legal and audit
requirements. The following minimum retention periods shall apply:
a) Disbursement-related records (payrolls, DTRs, vouchers): Five (5) years from the
date of final settlement, in accordance with COA records retention requirements;
b) Application forms and supporting documents of disqualified or non- selected
applicants: One (1) year from the end of the program cycle;
c) Application forms and supporting documents of beneficiaries who completed the
program: Three (3) years from the end of the program cycle;
d) Performance monitoring data (anonymized): Indefinite, for policy evaluation purposes.

Upon expiration of the applicable retention period, personal information shall be securely
disposed of by shredding (for physical records) or by secure deletion using overwrite
protocols (for electronic records). Metro PESO shall maintain a Disposal Log documenting
the date, method, and responsible officer for each disposal action.

Section 7. Breach Notification. In the event of a personal data breach involving sensitive
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subjects, Metro PESO shall, in accordance with NPC Circular No. 16-03:

a) Notify the National Privacy Commission within seventy-two (72) hours from
knowledge of or reasonable belief that a breach has occurred;

b) Notify the affected data subjects within the same period, through the most expedient
means available;

c) Conduct an internal investigation and submit a full report to the NPC within five (5)
days from notification; and

d) Implement corrective measures to prevent recurrence.

Metro PESO shall maintain a standing Breach Response Protocol, designating the DPO and
at least one alternate officer to manage breach incidents. The Protocol shall be reviewed
annually and submitted to the YEP Board.

Section 8. YEP Data Privacy Manual. Metro PESO shall, within sixty (60) days from the
effectivity of these Guidelines, prepare and submit to the YEP Board a comprehensive YEP
Data Privacy Manual, consolidating all data privacy policies, procedures, and templates
required under this Rule. The Manual shall be reviewed by the City Legal Office prior to
adoption and shall be registered with the National Privacy Commission in accordance with
NPC Circular No. 17-01.

RULE X: EFFECTIVITY
These guidelines shall take full effect beginning Fiscal Year 2026.
No applications shall be formally accepted or processed until these Guidelines have been
approved by the City Mayor and published on the Metro PESO bulletin board and official

social media accounts. Any application accepted prior to approval shall be considered
provisional and subject to re-evaluation under these Guidelines.

pproved by:

ATTY. MARI|A LEONOR G. ROBREDO
City Mayor )
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