Republic of the Philippines
House of Representatives
@uezon Gity, Metro Manila

MEMORANDUM

FOR : ALL

SUBJECT : HREP OPERATIONS AMID COVID-19
DATE : 30 August 2020

Thank you, once again, for attending our Town Hall Meeting on August 24-27.

As discussed —

1. Face shields will be made available to all employees physically reporting for work
starting September 1.

A representative from each office must get their supply from Procurement and
Supply Management Service (Dir. Joseph Floresta: 09155835715).

2. We will launch, also on September 1, a QR Code- based Contact Tracing e-
Logbook System developed by our Knowledge Management Systems Bureau.
This system will keep track of the movements of employees and guests within
HRep premises with the use of their smartphones. Attached as Annex A is the
Guidelines for its use.

Please use this system and give us your feedback on or before September 15 when
we evaluate its effectiveness.

3. All offices must designate their Health and Safety Officers (HSOs) and, beginning
September 1, require employees who are scheduled or allowed to physically
report for work to submit their Health Declaration Form (HDF) before going to
HRep. Attached as Annex B is the Memorandum on the Duties and
Responsibilities of HSOs.

4. The House leadership has agreed to do Pooled RT-PCR Testing for all who work
in HRep. We are discussing the details of this program with SDML Janette Garin
and the Department of Health. Attached as Annex C is an infographic on pooled
testing.

Thank you.
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JOSE LUIS G. MONTALES
Secretary General



ANNEX A

Republic of the Philippines
BHouse of Representatives
Queson City, Metro Manila

MEMORANDUM

SUBJECT GUIDELINES ON THE USE OF THE CONTACT
TRACING E-LOGBOOK SYSTEM (CTES)

DATE : 28 August 2020

Contact Tracing e-Logbook System (CTES) is implemented to keep track of employees
and visitors entering HRep offices using a quick response (QR)-based system and to help in the
contact tracing efforts relative to the COVID-19. Instead of using pen and paper which may cause
virus transmission, smartphones shall be used to scan the QR codes (similar to barcodes) of offices
and to enter contact information.

System Access and Printing of QR Code

1. The Information and Communications Technology Service (ICTS) shall send instructions
on username and password to the @house.gov.ph email account of Secretariat heads of
offices. One account is assigned per room. (If a Department Head holds office within its
Bureaus and Services, only one account for the office is given to the Deputy Secretary
General.)

For House Members’ offices, instructions directed to the Chiefs of Staff will be sent to the
House Member’s email. A staff shall then be assigned to handle the account.

2. Using the Chrome browser in a desktop connected to the HRep data network, the CTES
may be accessed at 192.168.0.67/hreptracing/login.php with the username and password
provided. Once logged in, changing the password with the facility provided is
recommended.

3. Each office can print its unique QR code for additional posting requirements as needed.
The QR code may be printed by clicking the Printing QR Code link of the system. The
browser’s built-in Print function shall be used.



Entrance to Offices (including other areas like the session hall and conference rooms)

Members, House employees and guests visiting an office shall scan its QR code posted
conspicuously at the entrance of the office / reception area using a smartphone’s camera,
Viber, or other installed QR reader applications. The smartphone must be connected to
any of the ICTS wifi accounts to successfully scan the QR code.

When the QR code is properly scanned, a link to the CTES appears and this link is clicked
to access the system.

The House Member / employee / visitor shall enter the system’s required information
which shall be protected under the Data Privacy Act.

If the House Member / employee / visitor goes to several offices within a day, he/she shall
scan the QR code of every area visited without the need to enter all data previously entered
at the start of the day.

For employees/guests without a smartphone, the office reception staff shall enter the
required information for them using the CTES Data Entry facility in the desktop.

Daily Monitoring

The office reception staff shall constantly display the CTES Monitoring Facility during
working hours to be able to check that the House Member / employee / visitor has logged
n.

At the end of the day, the system may also be used to generate the reports as needed.

ICTS shall automatically delete from the CTES one-month old information.

Contact Tracing

The Administrative Department / Medical and Dental Service, for organization-wide
contact tracing purposes, shall generate information covering all / particular offices and
individuals on a certain date from the CTES in the process of identifying House Members
/ employees / visitors who may have been exposed to an infected Covid-19 person.

Annexes contain screenshots of the system and infographics on its use. For inquiries, please

call the ICTS (locals 7444 and 7615), Executive Director Thelma Marie N. Inton (09178660160),
Director Angeline M. Garcia (09178711025) or Mr. Alden Jayson Reyes (09064671988).



These guidelines are effective September 1, 2020. For the information and guidance of all
concerned.

ARIE N. INTON
Executive Director
Knowledge Management Systems Bureau



