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SCHEI}ULS O}. DEVICE PREVENTIVE MAINTEIfANCE AISD MONITOT{IIIG }"OK
DEpEr) ISSUED rCT EQUTPMENT IN ?HE SCHOOLS DTVISTON OF STARGAO

To: OlC-Assistant Schools Division Superintendent
Chief Education Supervisor CID and SGOD
A11 Education Program Supervisor
All Public Schools District Supervisors
All Units Heads
All School Heads
All others Concerned

1. Pursuantto DepEd order No. 95, s. 2O1O titled Guidelines on the proper use of
Computer and Network Facilities in all DepEd Administrative Offices and
Schools, the Information and Communication Technolory Unit will conduct
Device Preventive Maintenance of all DepEd-issued ICT equipment in the
Schools Division of Siargao, Year-round Schedule.

2. The activiflr aims to:
a. diagnoses and troubleshoot major parts of laptops, computer deslrtops

and other devices.
b. check all necessary software updates, especially Windows security; and
c. Remove or install unauthorized applications software;

3 Al1 ernployees
requested to
maintenance.

with issued comp-uter desl<tops, laptops and other devices are
hand over their units during the conduct of the preventive

4. It is recommended that all employees with assigned computer equipment
fiaptops and desktops) conduct initial housekeeping by saving {iles and having
them backed up in OneDrive. Kindly delete all unnecessary files. Personal files
such as videos, MP3s, and other personal documents shouid be stored in yor.r
personally own digital storage.

Address: Km.3, Brgy. Osmena, Dapa, Surigao del Norte
Conlact No.: 091 9S040217
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5. Attached herewith is the ICT Maintenance and Monitoring Plan.

6. Expenses for this activity, replacement of parts, and other costs shail be
charged against the DepEd Program Support Fund FY 2025.

7. For queries and information, yo1l may contact Joha Eric A. Jabines, ITO-I on
o19985447524 sr at ttrc ICT Offiee.

O. CABEft?E
Assistant Division Superintenclent

In-Charge
Division Superintendent

Encl, as Stated
Reference: D"epEd Order No. 95, s. 2O1O

MAiNTTNANCE

Office of the

MONITORING
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11.)
Republic of the Philippines

@epsrtnffit nt €bucsthn
DepEd Complex, Meraico Avenue, Pasig City

ps"hrn

AU0 l0I0f
DepEd ORDER
No. 95 , s. 2Sl0

a!!!!r!lEr! TErEIG !l.!!? rlrEti !!E!!!EEE !!GE at-r mr-rtff?trEh rm u.HF hGrtirrlrlrPlrlllEst rrll III.E rN,itJf&|f, iJir&, lrf l^rltll-t r..GrI\,,iltl, rli!,.a Er.r.G'.n'

FACILITIES I!{ ALL DETED ADIil$ESfRATTVE
orflcEs Ar{D scHoors

To: Undersecretaries
Assistant $ecretaries
Bureau Directcrs
Directors of Serrices, Centers and Heads of Units
Regional Directors
Schools Division/ City Superintendents
Head,s, Fbblic ElementarSr and Secondary $chools
All Others Concerned

1. The Department of Educatjon tDepEdl has been involved in various
proglems and projects aimed at modernizing its operatio*.s and improving the
teaching and learning procese in the schools. Among these are the DepEd
Computerizatian Program {DCP}, which facilitates the deployrnent of ccmputer
laboratories to public high *chool$, the DepEd Internet Cannectivity Project {DICF},
which provides secondary schools intemet cannectivity, and develcpment systems,
whie-h -aJ€ rtsed by administrative of,{ises ald publie schools.

2. With these developments, increase in computer and networklintemet
activities leading to different concerns is expected due to iack of guidelines. To
ensure effective and efficient use of computer and network facilities, the
Information Communications and Technolory Unit {ICTU} has forrnulated the
guidelines on the prop€r use of computer and network facilities in all DepEd
admrnistrative oflices and public schools. See Enclosure No. 1 for tJrese gurdelrnes.

3. Moreover, the Computer Usage Code-of-Conduct Contract muut be filled-up
and signed by all concerned personnel before using said facilities. Enciosure No. 3
contained sample of this contract.

4. lmmediate dissemination of and strict corapliance with this Order is
directed.

BR. rscA.

Encls.: As stated
References:

DepEd Order: (No. 105, s. 2009), and 78, s. 2O10
Dep&l Memorandum: No. 174, s, 2AAg

?o be indicated in the Pgreegual tpdq+
under the following subjects:

INFISRS{Afi ON TECHNOI,CIGY
POUCY
scHooLtl

R-SI*A, DS GuideJines- sn tlrt &qper U_se. qf Comr[tet
July 16/21,2010
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{Enclosure No. 1 to DepEd Order No. 95, s. 2010}

GT'IDELINES OI{ THE PROPER UST Otr* CO!fiPUfER
A.}ID lTgtWORI( tr'ACILITIES

Sectlon 1, hrrporc

1.1 The Department of Education {DepEd} shall provide to ite off1cials,
teaching and aon-teaching persounel, *taff arrd students with
faciiitie* such as computers, internet cor:nectivifir, information
systerns resource$ and associated sewices to support its goals of
achieving qlrality basic educatioa equitably accessible to all and of
laying the ftnrndation for life-long learning, and service for the
common good through its varicus modernization programs and
prcject*.

1.2 The DepEd encourages the use of said facilities to ensure a more
efficient a.nd effective performance of any admini*trative offrces *.nd
public schools through valuable source$ of on-line information.

1.3 All DepEd constituents must remember that elsctilrflic media a.nd
services prorrided are propart-v of this gorlonnae"nt ageilcy. end that
their purpose is to facilitate and support its mandate. Thus, they
shall be responsible to use these resources in a professional, ethieal,
and larrrful mannar.

1.4 These guidelines have been formulated to e$sure responsibility and
accountability on tJ:e use of ICT facilities. These are designed to
convey tle DepEd's philosophy and set forth general principles rvhen
using electron:ic media and scnrices.

Scctloa 2. Accesr to tle DepEd ltetror&, Iaternet eud,Infotm*tloa Syrttmc

2.1 In order to access the SepBd uetwork, intemet aJrd information
systems facilities, the BepEd employees and learners must first be
recognired as "authoriaed users".

2.2 After being recogniaed, they are required to krg-in to these facilitie* for
security raason. Then, an analy*is of tlee network traffic on which
these resources shall be generated. A study may be conducted to
irnprove its system-$ride use.

2.3 The basis for the internet usage policies u*ing the DepEd facilities
shall be th* DepEd Order No. 105, s. 20Og entitled, Ouidelines in
Man*gtng the haper Use o/ Interxet Seruices in AII Adminisfraffue
0ffces and $citools.

$ection S. Perroanl Fflea or Soltpart, and Equtpment atd Perlphemk

S.L Personal files or software ouch documents, pictures, audlo, videc, etc.
must not be plared, copied and instaled in the Dep&l-owned
cornputers. These files must be stored in external storage devices
such as cptical disks, external hard diske, USB flash drives owned
per*cnally by the user.



3.2

3.4

Section 5.

5.1

5.2

5.3

5.4

5.5

3.3

Officials, employees, students with DepEd ICT equipment and

peripherals such as computers or iaptop, lllouse) ke$board, storage

derices labeled with oflicial DepEd prsperty stickers can avail of
technical assistance and/or repair services provided by this
Department.

Personal ICT equipment and peripherals such as coillputers, mousei

keyboard, storage devices, arlol}g others may be used in the
p*ifor*r3ce or enhancement of their duties at their own risk. They

"t 
*tt ut* be properly recorded with the DepEd Security Offrce'

Hswever, in the event that these personal ICT equipment an{
peripherals break down, the owner cantaot an*ll of any tcchnicel
i,rsl"t*oc" and.lor reprlr iervlces *om Dep3d-htre{ ICT
maintenanca cr+!tr, since these are nst DepEd properLiee'

$ection 4. Securlty and Virus Infectiou PrevontiEn

4.1 DepEd employees and students shatl assume futl.resp*nsibility that
goes with using their computer, netlvork and e-mail accourtts.

4.2 Users should not disclose their passwords to unauthorired personnel
to avoid tampering with these facilities.

4.S Copyiag, pubtshing, storing and transrnitting oi ofiicial data without
auihorizaiion frorn the Office of Planning Service shall be prohibited"

4.4 Computer users shall be instructed to update thsir anti'viru* sof,tware

daily to pret'ent data lass a:td epread of iafectian t* the neffi"ork and
other computers.

4.5 Camputers and other storage devices which were used for freldwork
should be scanned fir*t before using to avoid possible computer
vigrs infection, since ra4jority of anti-virus software rely on arl. active
internet connection. ?echnical assistarrce shall be provided hy their
respective IC? units, ICT coordinators or computers mairrtenarrce
crew.

$oltware lustellation and Is*ueg

Only licensed and/or authorized o-pen-source software shall be
installed in DepEd-owned computers.

Installation of pirated softwart in DepEd-owned computers shail be
strictly prohibited.

Installation andlor downloading of unauthorized software shall be

strictly forbidden.

An ofiice which has application software requirements shall
cocrdinate with its respective ICT unit/IC'I coordinators to make the
nece$$ary arrangements in procuring the licensele of the required
scftware"

For software which need to be updated periodicaly {e.9. anti-virus
softwarei, an oflice shall seek the assistance of its respective ICT
units, ICT coordinators or computer maint*nance creqi"



5.6 fiIatching Tll programs, througit *fV Tuners",'DYD video*, and
playins of games, which are not for olficial use, shall be strlctly
nrohibited.r - -"-----

$eetlon 6. IeT Equipment Set-Up

6.1 An ofrice with new ICT equipment, ruhich requires installation and/or
cCInnecth/ity of its different components, shall nrake arrargements
wiilr its reepective IC? unitr, IC? co*rdinator$ cr co$lFriter
maintenance crew for praper scheduling.

Sectlon 7, l$ar:anly Issues

7.1 Only an office with ICT equipment and peripherals considered but-of-
warranty'an<i enroiied in the curreat iCT equipment and peripherais
shall be diagnosed ard repaired by its respeetive ICll units, ICT
coardinators or computer maintenance cfew.

7.2 An office, with computers, printers and scanner* that are still wlthlfi
the *auufacturere wsrra$ty period, can r€{uest oaly for dlagncstrs
b*t nnt far repair of *"hese facilitiee by- it* IC? units, [C? co*rdinatars
sr computer maintenance crew ta avoid the cancellation of their
warranty.

Eoctloa 8. tharing of ICflGomputer Resoutc€s

8.1 Offices with limited ICf resources shall be required to establish l,ocal
Area Network (LAN) eo that ICT resources $le, print and intemet) can
be shared.

\



AttachmentA

[scHool NAMEJ

COMPIJTIB USAGE

CO.D E -.0 T-CONDUCT CSNTFACT

i -*ariil:

e Talk with my teacher and parents to learn the rules for using the computer and other If,T

equipment,

* .tlseDcpEds rC? faci*ttics in arecpeiblsand ethical nftrfilcr.

r Never give out information about my username/account name and password to avoid the

unauthorized use of DepEd's facilities.

o Never use DepEd's ICT facilities for unofficial purposes.

o Never use orcopyEles thatare notauthorizedbytheowner,

o Never install or copy personal files onto DepEd's computer equipment without the

knowledge of tle teacher.

o Never install ordownload any pirated or unauthorized softlvare.

r Never play games especially without the consent of the teacher.

o Ask for the guidance of the teacher for doubtful activities which will need t}te use of tie
computer.

r Let my teaclier and/or parents know my Username and Password, listed belowl

NamelSignature (student) Date

Parentorguard{an flate

Teacher _ Date

a


