OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICER

EXTERNAL SERVICES



Assistance to Individuals in Crisis Situation (AICS)

The Assistance to Individuals in Crisis Situation is a social safety net or a stop-gap mechanism to
support the recovery of individuals and families from unexpected crisis such as illness or death of
a family member, and. other crisis situations. It provides integrated services such as immediate
rescue and protection, provision of direct financial and material assistance, augmentation during
disaster and referrals for immediate medical, legal, psycho-social services.



Office/Division: Municipal Social Welfare and Development Office (MSWDO)

Classification: Simple

Type of Transaction: G2C-Government to Citizen

Who may avail: All indigent resident of El Nido, Palawan

CHECKLIST OF REQUIREMENTS \ WHERE TO SECURE




Medical Assistance:

1.

4.

Barangay Certificate of Indigency of the
claimant.

2. Photocopy of valid ID of the claimant
3.

Medical records such as; hospital bill,
Medical certificate, Prescription of
medicines

Request letter (written)

Educational Assistance:

1.

2.
3. Validated school ID of the student

Barangay Certificate of Indigency of the
claimant.
Photocopy of valid ID of the claimant

beneficiary

4. Certificate of Registration (COR)
5.
6. Request letter (written)

Statement of Account

Burial Assistance:

1.

2.
3. Photocopy of Death certificate with

4.

Barangay Certificate of Indigency of the
claimant
Photocopy of valid ID of the claimant

registry number
Request letter (written)

Transportation Assistance:

1.

2.
3. Other supporting documents such as;
4.
5. Request letter (written)

Barangay Certificate of Indigency of the
claimant
Photocopy of valid ID of the claimant

medical certificate, subpoena and etc.
Ticket

Cash Assistance for other support

Barangay Hall
Client
Hospital/Clinic/Health Center

Client

Barangay Hall

Client

Attending School
Attending School
Client

Barangay Hall

Client
Municipal Civil Registrar's Office

Client

Barangay Hall

Client
Hospital/Court

Ticketing Office
Client

services:
1. Barangay Certificate of Indigency of the | Barangay Hall
claimant Client
2. Photocopy of valid ID of the claimant
3. Assessment/incident report from Official Report of Barangay
barangay Official Report of Barangay
4. Pictures of damaged properties
5. Request letter (written) Client
CLIENT AGENCY | IZ00 | PROCESS! | peoc o pEpONSIBLE
STEPS ACTION PAID NG TIME




1. Sign the
client logbook

1.1 Give the
logbook to client

Marites Q. Ballesteros,RSW
Social Worker

in the office None 3 Minutes
lobby Nory Merilee H. Arzaga, RSW
Social Welfare Officer-II
2. Presentthe | 2.2 Receiving
required/neede | and checking the
d documents appropriateness Marites Q. Ballesteros,RSW
None 5 Minutes Social Worker
Nory Merilee H. Arzaga, RSW
Social Welfare Officer-II
2.3 Intake
Interview and Marites Q. Ballesteros,RSW
assessment Social Worker
None | >0 Minutes
Nory Merilee H. Arzaga, RSW
Social Welfare Officer-II
2.4 Explain the
process of
claiming Marites Q. Ballesteros,RSW
assistance None | 15 Minutes Social Worker
Nory Merilee H. Arzaga, RSW
Social Welfare Officer-II
2.5 Prepare brief
Social Case Marites Q. Ballesteros,RSW
Study Report in Social Worker
General Intake None
Sheet and 1 Hour
certificate of Nory Merilee H. Arzaga, RSW
eligibility Social Welfare Officer-Il
2.6 Forward the
GIS and
Certificate of Marites Q. Ballesteros,RSW
Eligibility with Social Worker
attached
documents to None | 10 Minutes | Nory Merilee H. Arzaga,RSW

the MSWDO for
review and
signature

Social Welfare Officer-II

Yvonnie Fe L. Leuterio,RSW
MSWDO




2.7 Forward the
GIS and
Certificate of
Eligibility with
attached
documents to
the Mayor's
office for
approval and
signature

None

10 Minutes

Marites Q. Ballesteros,RSW
Social Worker

Nory Merilee H. Arzaga,RSW
Social Welfare Officer-II

Yvonnie Fe L. Leuterio,RSW
MSWDO

Hon. Edna Gacot-Lim
Municipal Mayor

2.8 The MMO
staff will prepare
a voucher

None

10 Minutes

Municipal Mayor’s Office Staff

Forward the GIS
and Certificate of
Eligibility with
attached
documents and
voucher to the
Municipal
Budget office for
the signature of
Municipal
Budget officer

None

10 Minutes

Municipal Mayor’s Office Staff

Joseph G. Llanera
Municipal Budget Officer

2.9 Forward the
GIS and
Certificate of
Eligibility with
attached
documents and
voucher to the
Municipal
Accounting office
for the signature
of Municipal
Accountant

None

10 Minutes

Municipal Mayor’s Office Staff

Mark Glenn T. Baluarte
Municipal Accountant




2.10 Forward the
GIS and
Certificate of
Eligibility with
attached
documents and
voucher to the
Municipal
Treasury Office
for the signature
of Municipal
Treasurer

None

10 Minutes

Mark Glenn T. Baluarte
Municipal Accountant

Maximo D. Ardoiia
Municipal Treasurer

2.11 Forward the
GIS and
Certificate of
Eligibility with
attached
documents and
voucher to the
Disbursing
Officer to release
the assistance

2.13 Waiting and
follow-up the
release of
financial
assistance

None

10 Minutes

Maximo D. Ardofia
Municipal Treasurer

Annalyn L. Flamiano
Disbursing Officer

3. Sign the
Voucher and
claim the
financial
assistance

Give the voucher
to the client for
signature and
release the
financial
assistance

None

5 Minutes

Annalyn L. Flamiano
Disbursing Officer

Client

TOTAL:

25 minutes

Alternative Parental Care Program

A. Domestic Adoption

Adoption is a socio-legal process of giving permanent family to a child whose parents
have voluntarily or involuntarily given up their parental rights. To provides counselling to the



prospective adoptive parents and to the prospective adoptee and biological parents when
possible. Likewise the SWD tries to locate the parents of prospect adoptees to ascertain their
agreement to adoption.



Office/Division:

Municipal Social Welfare and Development Office

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

-Of legal age

-At least 16 years older than the adoptee, except when the
adoptee is the biological parent or sibling of the adoptee of the
spouse of the adoptee’s parent,

-Has the capacity to act and assume all the rights and duties
incident to the exercise of parental authority,

-Is of good moral character and has not been convicted of a
crime involving moral turpitude,

-In a position to support , educate and care for his/her legitimate
children and the child to be adopted,

-Has undergone pre-adoptive services.

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE




Home Study Report
Authenticated Certificate of Live Birth

Marriage Certificate in SECPA form, if married
or/

Authenticated Divorce Papers with copy of
court decision and certificate of finality (for
cases of foreign PAPS)

Annulment Decree with Certificate of finality,
Declaration of Nullity or Legal Separation
Documents.

Written Consent to the Adoption by the
legitimate and adopted sons/ daughters/ if
living with the applicant who are at least 10
years old.

Physical and Medical Evaluation by a duly
licensed physician (Certification to indicate that
the applicant has no medical condition that
prevent him/ her in acting or assuming parental
responsibilities.

Psychological Evaluation Report (when
appropriate). The validity of the report will
depend on the assessment of the psychologist.

NBI clearance or Police Clearance.
Latest Income Tax

Certification of employment

Bank Certificate

Statement of Assets and Liabilities.
Three (3) Character Reference

3x5 inch sized photos of the applicants and
his/ her immediate family members (taken
within the latest three (3) months).

Affidavit of Guardianship

Certificate of Guardianship to pre-adoption
forum/ seminar.

Adoptive Family Profile.

MSWD Office
Philippine Statistic Authority
Philippine Statistic Authority

Family Court

Family Court

Applicant

Applicant choice of Hospital

Applicant choice of Hospital

NBI/ Local Police Station
Treasury Office
Employer Agency

Any Bank Affiliated
Applicant

Applicant

Any Photo Shop

Lawyer
DSWD
Applicant (MSWD)

PROCES
AGENCY FEES TO
CLIENT STEPS ACTION BE PAID ?:II\\IAE PERSON RESPONSIBLE




1. Sign in the 1.1 Give the
clients logbook | logbook to the MSWD Staff
in the Office client.
Lobby None 3 Nory Merilee H.
1.2 Refer to the Minutes Arzaga,RSW
assigned Social Welfare Officer-II
worker.
2. Attendance to | 2.1 Coordination
Adoption Forum | to DSWD ARRS
for the DSWD-Adoption Resource
confirmation of and Reference Services
attendance.
Nory Merilee H.
2.2 Release the 1 Day Arzaga,RSW
Application Form Social Welfare Officer-I
and List of
requirements. Yvonnie Fe L. Leuterio,RSW
MSWDO
3. Present the 3.1 Review and “*The
required assess the applicant
documents. documents. will spend
Conduct for DSWD-Adoption Resource
Interview and securing and Reference Services
assessment for the
Initial evaluation | document Nory Merilee H.
of the case. s/ 1 Day Arzaga,RSW
requireme Social Welfare Officer-II
3.2 Report to nts for
ARRS for further | adoption Yvonnie Fe L. Leuterio,RSW
progress but the MSWDO
updates and Senices
monitoring of [ingD

process.




4. Prompt
provision and
complying of
requirements.

4.1 Conduct
Home visitation,
other needed
Interviews and
counselling for
the preparation
of Home Study
Report/ Child
Study Report.

4.2 Provide
input/comment
on the draft
SCSR

4.3 Finalize the
SCSR Review
SCSR and other
supporting
documents

4.4
Recommends
approval of the
SCSR

5. Attendance to

5.1 Assist the

session and PAPs/ PAC in

hearing Matching
Process

6. None 6.1 Issuance of

Pre-Adoption
Placement
Authority
(PAPA)
Adoption for 6
months.

adoption
is FREE

**The
applicant
will spend
for
securing
the
document
s/
requireme
nts for
adoption
but the
services
of DSWD
for
adoption
is FREE.

DSWD-Adoption Resource
and Reference Services

Nory Merilee H.

30 Arzaga,RSW
Minutes Social Welfare Officer-II
per
session
DSWD-Adoption Resource
and Reference Services
30 Nory Merilee H.
Minutes Arzaga,RSW
Social Welfare Officer-II
3 Days
per DSWD-Adoption Resource
session and Reference Services
Nory Merilee H.
Arzaga,RSW
Social Welfare Officer-II
1 Day
Yvonnie Fe L. Leuterio,RSW
MSWDO
DSWD-Adoption Resource
and Reference Services
Nory Merilee H.
Arzaga,RSW
4 Hpglr”s Social Welfare Officer-II
Session Yvonnie Fe L. Leuterio,RSW
MSWDO
Lawyer
DSWD-Adoption Resource
5 and Reference Services
Minutes




6.2 Placement of
child with the “*The 1 Day Nory Merilee H.
PAPS, applicant Arzaga,RSW
will spend Social Welfare Officer-II
6.3 Conduct for
monitoring and securing Yvonnie Fe L. Leuterio,RSW
supervisions of the 132 Days MSWDO
placement of the | document
PAPS and the s/ DSWD-Adoption Resource
child requireme and Reference Services
nts for
adoption
but the
services
of DSWD
for
adoption
is FREE.
7. Filling of 7.1 Issuance of **The
Adoption in a Affidavit of applicant
court consent to will spend
Adoption for Nory Merilee H.
Securing Arzaga,RSW
7.2 Provision of the Social Welfare Officer-II
post adoption document | 2 Days
services s/ Yvonnie Fe L. Leuterio,RSW
requireme MSWDO
nts for
adoption DSWD-Adoption Resource
but the and Reference Services
Osfe[r)vslc\:/\e/% Family Court
for
adoption
is FREE
141
TOTAL: Days, 5
hours, 8
minutes

B. Foster care

Foster Care is a planned substitute parental care to a child by a foster family, licensed by
the DSWD, while on the process of determining the best permanency placement for the child
either family reunification or adoption.



Office/Division:

Municipal Social Welfare and Development Office

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

a relative.

Who may avail:

move into an ado

-At least 16 years older than the child unless the foster parent is

-At least 25 years of age, may either be married, widowed,
separated, or single.

-Must demonstrate financial and emotional stability
-Have a genuine interest in parenting a non-related child and,

-Should be willing to help the child reunite with his birth family or
ptive family when the time comes.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Applicants/ PAPs:

-Authenticated birth certificate

-Marriage Contract or Divorce

-Written consent to the adoption of the
legitimate, adopted or legitimate children
living with the applicant who are aged 10
years old and above

-Latest Income Tax

-3X5 photo

-Certificate of Attendance to the Adoption
Forum

-Home Study Report

For Prospective Adoptive Child:

-1 whole body picture

-Authenticated birth certificate or foundling
certificate

-Written consent to adoption by the
biological parent/s or the legal guardian
Death certificate of biological parents or
decree of abandonment or Deed of
Voluntary Commitment

-Medical evaluation of the child and his/her
parents

-Psychological evaluation

Philippine Statistic Authority/MCRO
Philippine Statistic Authority

Treasury Office
Client’s choice
DS

MSWD

(Client’s choice)
Philippine Statistic Authority

(Client)

MSWD

Any Hospital of choice

- Child Study Report MSWD
FEES
PROCESS PERSON
CLIENT STEPS | AGENCY ACTION TFSAFDE ING TIME RESPONSIBLE




1. Sign in the
clients logbook

1.1 Give the
logbook to the

Nory Merilee H.
Arzaga,RSW

in the Lobby client and refer to None 3 Minutes | o o \Welfare Officer-I]
the assign worker.
2. Present the 2.1 Nory Merilee H.
required Conducts initial Arzaga,RSW
documents interview and Social Welfare Officer-II
assessment. :
None 10 Minutes DSWD-Adoption
2.2 Schedules for Resource and Reference
Foster Care Services
Forum.
3. Attendance to | 3.1 Report and Nory Merilee H.
Foster Care coordination to Arzaga,RSW
Forum ARRS for case Social Welfare Officer-II
facilitation :
None 20 Minutes DSWD-Adoption
3.2 Confirmation Resource and Reference
of attendance Services
4. Fill out and 4.1 Provide
submit the instruction in filling
application the application Nory Merilee H.
Form and form and check for None 15 minutes Arzaga,RSW
prepare all the other requirements Social Welfare Officer-|
requirements need to submit.
5. Wait for the 5.1 Prepare Draft
social worker to | Home study
conduct a home | Report. Nory Merilee H.
visit 5 Days Arzaga,RSW
5.2 Conduct N Social Welfare Officer-II
) ) one
interview and
counselling Yvonnie Fe L.
session. 3 Hours Leuterio,RSW

MSWDO




6. Prepare for

6.1 Finalize Home

Nory Merilee H.

matching and study Report. 2 days Arzaga,RSW
placement. Social Welfare Officer-Il
Approval and
preparation for 1 day Yvonnie Fe L.
Matching. Leuterio,RSW
None MSWDO
DSWD-Adoption
Resource and Reference
Services
7. None 7.1 Presentation of Nory Merilee H.
case for Matching. Arzaga,RSW
Social Welfare Officer-II
7.2 Approval and None 3 hours
placement. DSWD-Adoption
Resource and Reference
Services
8. None 8.1 Placement of Nory Merilee H.
child with the Arzaga,RSW
Foster Parent Social Welfare Officer-II
Conduct
monitoring and Yvonnie Fe L.
supervisions None 132 Days Leuterio,RSW
MSWDO
DSWD-Adoption
Resource and Reference
Services
9. Receive 9.1 Release
Foster Parent Licensed.
Licensed. Provision of post Nory Merilee H.
adoption services Arzaga,RSW
Social Welfare Officer-Il
None 10 minutes
Yvonnie Fe L.
Leuterio,RSW
MSWDO
140 Days,
6 hours,
TOTAL: 58

minutes




C. Legal Guardianship

The certificate of Guardianship being secured to office of the MSWD by the supportive
relatives of the minor clients who were assessed as such; Orphaned child, victim of child

abuse, abandoned/ neglected child, foundling child and special children in need of special
protection.



Office/Division:

Municipal Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

Supportive family and relatives of children at risk as such;
Orphaned child, victim of child abuse, Abandoned/ neglected
child, rescued child from abusive family, Foundling child, rape
Victim, victim of child trafficking, Children In conflict with the Law
and special children

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Child’s Live Birth Certification
Barangay Clearance,

Philippine Statistic Authority
Barangay Hall

PNP Clearance w/o derogatory record El Nido MPS
AGENCY FEES TO PROCESSING PERSON
SR FSIa RS ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the .
clients logbook | logbook to the Nzgallvlzrg%?/vl_"
in the Lobby client : aga,
None 3 minutes Social Welfare
1.2 Refer to Officer-lI
assigned worker.
2. Submit the 2.1Conduct initial
Child’s Live interview and
i assessment.
glétrzfication Nory Merilee H.
' 2.2 Process None 25 minutes Arzaga,RSW
Barangay - S | |
Introduction ocial Welfare
Clearance and Set schedule f Officer-II
PNP Clearance et schedule Tor
the next session.
3. Wait for the 3.3 Conduct
visit of social home visitation to
worker. assess the _
Provide the parental Nory Merilee H.
needed capability of the None 3 hours Arzaga,RSW
information applicant Social Welfare
guardian_ Officer-II




4. client signed | 4.1 Report and
in the GIS form | coordination to 5 hours Nory Merilee H.
DSWD- Arzaga,RSW
APCP/ARRS. Social Welfare
Officer-II
4.2 Preparation of 20 minutes
the Certification Yvonnie Fe L.
of Guardianship None Leuterio,RSW
MSWDO
DSWD-Adoption
Resource and
Reference
Services
5. Waiting for 5.1 Signs and ,
the approval approve the Yvonnie Fe L.
Certificate of Leuterio,RSW
Guardianship MSWDO
5.2 Release the None 10 minutes. Nory Merilee H.
signed Arzaga,RSW
Certification Social Welfare
Secure received Officer-Il
copy.
6. Receive and | 6.1 Provide **The
note for the next | instruction to applicant
transaction to client on what to will spend
other office. do next to his/ her | for securing
relative to her/ the
his transaction to | documents/ Nory Merilee H.
other offices. requirement 5 minutes Arzaga,RSW
s for Social Welfare
adoption Officer-II
but the
services of
DSWD for
adoption is
FREE
TOTAL: 9 h_ours, 3
minutes

Comprehensive Scholarship Program

There shall be an established Scholarship Program of the municipality in accordance with the
basic provisions and principles of quality education. Scholarship as herein referred, includes
educational grants to qualified students for elementary, High school, college degrees covering
any degree courses and non-degree vocational courses.



Office/Division:

Municipal Social Welfare and Development Office

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

Students belong to the poorest of the poor/ indigent families,
abandoned and orphaned, victim of abuses and out-of-school

youth.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificate of Indigency Barangay Hall
Certificate of Good moral School
Certificate from School Principal for School
Valedictorian and Salutatorian Applicant Municipal Registrar/PSA
Copy of certificate of Live Birth School
Report Card/ Certificate of Grades with at
least 85% or 2.25 GWA Client
I.D picture 2x2 (2pcs) School
AGENCY FEES TO PROCESSING PERSON
SRS s ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the
in the Lobby client Nory Merilee H.
None 30 Minutes Arzaga,RSW
Social Welfare
Officer-II
2. Submit 2.1 Conduct Initial _
Report Cards or | assessment to Applicant
any documents | the applicant.
may bring for Issue CSP Nory Merilee H.
initial Application form None 30 Minutes Arzaga,RSW
assessment and | and list of Social Welfare
screening. requirements if Officer-II
passed to initial
assessment
3. Comply and 3.1 Receive and .
submit the verify the Applicant
required documents Nory Merilee H.
documents and | submitted. File None 15 Minutes Arzaga,RSW
accomplished and enter data to Social Welfare
Application form | list of CSP Officer-II
applicants.




4. Attend and
take Qualifying

4.1 Prepare and
conduct the

Examination. qualifying Applicant
Examination to :
. 30 Minutes
CSP applicants Nory Merilee H.
Arzaga,RSW
4.2 Prepare and Social Welfare
present the result .
o Officer-lI
of Examination None
and other reports 4 Hours CSP Council and
to CSP Councll :
secretariat
for
recommendation
and approval.
5. Wait for the 5.1 Facilitate the Applicant
official list of 5 days School Norv Merilee H
approved and Barangay Xry e”ReS?N :
Scholars to be Valiation None 5 Davs S rz_a?\ell\,/ i
posted to each y O‘é')?f. e”are
respective icer-
schools and
Barangay Hall.
6. None 6.1 Preparation
and process of
Payroll and other Nory Merilee H.
documents Arzaaa RSW
needed for 5to 7 None 66 Days ge 1I i
days payout of Soma_We are
Officer-II
allowance and
conduct program
orientation.
7. Check the 7.1 Conduct
Official _ School Visits and Applicant
Approved List of | monitoring to _
Scholars posted | scholars and Nory Merilee H.
to respective parents as None 5 Days Arzaga,RSW
Barangay Hall, | preparation to Social Welfare
and school Officer-II

upcoming payout
and program
orientation.




8. Attend with 8.1 facilitate the CSP Execom,
parent/ guardian | program
during program | orientation, Annalyn L.
orientation, awarding of Flamiano
awarding of certificate and Disbursing Officer
certificate and payout to
payout/ release | scholars Secretariat,
of allowance. scholars, parents/
(Bring copy of guardian, and
Validated School faculty or any
School ID) None 7 Days representative.
Nory Merilee H.
Arzaga,RSW
Social Welfare
Officer-II
Yvonnie Fe L.
Leuterio,RSW
MSWDO
9. None 9.1 Facilitation of Nory Merilee H.
grievances and Arzaga,RSW
inquiries. Social Welfare
Preparation of Officer-II
Liguidation and
Accomplishments Yvonnie Fe L.
Report to be Leuterio,RSW
presented and MSWDO
submitted to None 5 Days
Treasury office CSP Council,
and CSP Council Annalyn L.
Flamiano
Disbursing Officer
10.1. Maintain 8.1 Facilitate Scholars, parents,
the maintaining | regular meeting & school faculty
grades at least reporting of
85%. scholars
Nory Merilee H.
Arzaga,RSW
None 44 Days Social Welfare
Officer-II

Yvonnie Fe L.
Leuterio,RSW
MSWDO

Recommended/ Salutatorian and Valedictorian:




1. Sign the client

1.1Give the Log

Applicant

Log Book at Book and secure .
Office lobby the complete Nory Merilee H.
details of the N 2 Minut Arz_aga,RSW
client one inutes Social Welfare
Officer-lI
2. Present the 2.1 Receive the
recommendatio | documents and Applicant
n Iet_te_r and/ give appll(_:atlon Nory Merilee H.
Certlfl_cate' of form.and list of None 5 Minutes Arzaga,RSW
\S/Z:E?;fé?igin or | requirements. SociaI.WeIfare
Officer-lI
from school.
3. Comply and 3.1_Receive and Applicant
submit the verify the
required documents .
documents and | submitted. File None 15 Minutes Nory Merilee H.
accomplished and enter data to Arzaga,RSW
Application form | list of CSP Social Welfare
app”cants_ Officer-II
4. Wait for the 4.1 Facilitate the Lucelle Grace O.
official list of 5 days School Bebiano,RSW
approved and Barangay Social Worker
Scholars to be Validation
posted to each None 5 Days Nory Merilee H.
respective Arzaga,RSW
schools and Social Welfare
Barangay Hall. Officer-lIl
4.2 Preparation
and process of
sgglz?rllleir;g other Nory Merilee H.
needed for 5to 7 Arz_aga,RSW
days payout of None 66 Days Socnal_WeIfare
Officer-II

allowance and
conduct program
orientation.




5. Check the
Official
Approved List of
Scholars posted

5.1 Conduct
School Visits and
monitoring to
scholars and

Nory Merilee H.

to respective parents as None 5 Days Arzaga,RSW
Barangay Hall, preparation to Social Welfare
and school upcoming payout Officer-lIl
and program
orientation.
6. Attend with 6.1 Facilitate the CSP Execom,
parent/ guardian | program
during program | orientation, Annalyn L.
orientation, awarding of Flamiano
awarding of certificate and Disbursing Officer
certificate and payout to
payout/ release | scholars Secretariat,
of allowance. scholars, parents/
(Bri.ng copy of guardian, and
Validated School faculty or
School ID) None 7 Days any representative.
Nory Merilee H.
Arzaga,RSW
Social Welfare
Officer-lI
Yvonnie Fe L.
Leuterio,RSW
MSWDO
6.2 Facilitation of
_grie\_/a_tnces and CSP Council,
INQUINES. secretariat,
Preparation of Disbursing Offi
Liguidation and ISbursing icer.
Accomplishments None 5 days Nory Merilee H.

Report to be
presented and
submitted to
Treasury office
and CSP Council

Arzaga,RSW
Program Focal




6.3 See to it that scholars, parents,

the set school faculty

agreement

follows and

Conduct home Nory Merilee H.

and school visits Arzaga,RSW

as monitoring. Social Welfare
None 264 Days Officer-li

Yvonnie Fe L.
Leuterio,RSW
MSWDO

484 Days, 6 hours

TOTAL: and 17 minutes

Children in Conflict with the Law (CICL)

Republic Act 9344, Children in Conflict with the Law (CICL) refers to a child who is alleged as,
accused of, or adjudged as, having committed an offense under Philippine law.




Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

day.

Any person under age of 18 years old, and 15 years old and 1

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Referral/ Endorsement letter of the Case

Medico legal of the Child

Court Order & Diversion Order
Presence of Biological Parents/Legal
Guardian of the Child

El Nido Municipal Station (ENMPS)
Physician
Regional Trial Court (RTC)

AGENCY FEES TO | PROCESSING PERSON
SEENTSVERS ACTION BE PAID TIME RESPONSIBLE
1. Client and 1.1 Give the Log Eymard G.
parent/s sign in | Book and ensure Fugencio,RSW
the logbook the complete Social Welfare
details of the Officer-I
client None 3 Minutes
Jasper C.
Alcantara,RSW
Social Welfare
Officer-II
2. Referring 2.1 Receive &
party review of Eymard G.
submission and | documentary Fugencio,RSW
endorsement of | requirements, Social Welfare
requirements ensure the result Officer-I
of medico-legal of
the child Jasper C.
None 3 Minutes. Alcantara,RSW

Social Welfare
Officer-II

El Nido Municipal
Police Station

Attending
Physician




3. Proceed to

3.1 Facilitate

counselling Intake interview
room and counselling Eymard G.
of the child and Fugencio,RSW
legal guardian Social Welfare
None 30 Minutes Officer-|
Jasper C.
Alcantara,RSW
Social Welfare
Officer-II
4. Child and 4.1 Explain the
Parents will protective laws
undergo the for the child and Eymard G.
process of the process of Fugencio,RSW
Assessment on | Assessment on Social Welfare
Discernment Discernment and _ Officer-I
process of None 15 M|nutes,
inquest Jasper C.
proceedings Alcantara,RSW
Social Welfare
Officer-lI
4.2 Facilitate
individual Eymard G.
facilitation of Fugencio,RSW
assessment on Social Welfare
Discernment of Officer-I
the Child and None 2 Hours
Family Jasper C.
Functioning (prior Alcantara,RSW
to inquest Social Welfare
proceedings) Officer-II
4.3 Printing and Eymard G.
signing of Fugencio,RSW
Certification on Social Welfare
Discernment Officer-I
Jasper C.
None 3 Minutes Alcantara, RSW

Social Welfare
Officer-II

Yvonnie Fe L.
Leuterio,RSW
MSWDO




4 .4 Release of
Certification on
Discernment of

Eymard G.
Fugencio,RSW

the Child and Social Welfare
endorse to the El Officer-I
Nido Municipal
Station Jasper C.
None 3 Minutes Alcantara,RSW
Social Welfare
Officer-Il
Yvonnie Fe L.
Leuterio,RSW
MSWDO
4.5 Assist and
endorse the child
and parent/s to
PNP for further
g]r%léiztdings Equrd G.
Fugencio,RSW
process Social Welfare
(escorted to RTC- Officer-|
Justice Hall)
. Jasper C.
4.6_ Assisted the Alcan tgra,RSW
Child to the )
Social Welfare
Pro_secutor_s. Officer-lI
Office/Public
Attorney’s Office yvonnie Ee L.
Leuterio,RSW
MSWDO
None 2 days

4.7 Waiting for
the release of
court order for the
temporary
detention of the
child at the Bahay
Pag-asa.

4.8 Assist the
child and refer to
Bahay Pag-asa
youth center for
at least 6 Months
to 1 year
detention
depends on the
court order.

Prosecutors Office/
Public Attorney’s
Office

El Nido Municipal
Police Station

Attending Chief
Justice

Bahay Pag-asa
Youth Center
Social Workers




4.9 Facilitate
Case
Management,
home visits and
drafting of
Diversion
Program for the
Child

Eymard G.
Fugencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

None 15 days Officer-lI
Yvonnie Fe L.
Leuterio,RSW
MSWDO
Family of the Child
5. Waiting for 5.1 Escorted the Child and parents
the released of | child and parent/s
Court to Diversion Regional Trial
Order/Subpoena | hearings. Court
for Diversion
Hearings 5.2 Presentation Eymard G.
of Draft Diversion Fugencio,RSW
Program for Social Welfare
approval Officer-I
5.3 Waiting for None 264 Days Jasper C.

the court order for
the temporary
release of the
child from Bahay
Pag-asa Youth
Center

Alcantara,RSW
Social Welfare
Officer-II

Yvonnie Fe L.
Leuterio,RSW
MSWDO
Bahay Pag-asa
Social worker




6. Release of
the Child for
reintegration to
the family and
community

6.1
Implementation of
the Diversion
program

6.2 Endorsement
letter for the
termination of the
case or for
reinstatement and
turnover of the
child to court (as
the case may be)

Child and parents

Regional Trial
Court

Eymard G.
Fugencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

Officer-II
6.3 Continuous None 792 Days
monitoring of the Yvonnie Fe L.
case Leuterio,RSW
MSWDO
Bahay Pag-asa
Social worker
Municipal &
Barangay Council
for the Protection
of Children
Community
For Arraignment Cases (as the case may be):
1. Client and 1.1 Give the Log Eymard G.
parent/s sign in | Book and ensure Fugencio,RSW
the logbook the complete Social Welfare
details of the Officer-I
client None 3 Minutes
Jasper C.

Alcantara,RSW
Social Welfare
Officer-II




2. Referring
party
submission and
endorsement of
requirements

2.1 Receive &
review of
documentary
requirements,
ensure the result
of medico-legal of
the child

None

3 Minutes.

Eymard G.
Fugencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

Officer-Il

El Nido Municipal
Police Station

Attending
Physician




3. Proceed to
counselling
room

3.1 Facilitate
Intake interview
and counselling
of the child and
legal guardian

3.2 Facilitate
interview to the
victim/complainan
t for information,
and explain the
protective laws
for the children

3.3 Facilitate
mediation
between both
parties and
provide
counseling

3.4 Formulation
and review of
Intervention
Program for the
child based on
the need of the
child and the
family

3.5 Approval and
signing of the
Intervention
Program

None

5 Hours

Eymard G.
Fugencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

Officer-ll

Child and Parents/
Legal Guardian

Municipal &
Barangay Council
for the Protection

of Children

Community

Eymard G.
Fugencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

Officer-ll

Child and Parents/
Legal Guardian

Yvonnie Fe L.
Leuterio,RSW
MSWDO




4.Child will be 4.1 Eymard G.
subjected for Implementation of Fugencio,RSW
Intervention Intervention Social Welfare
program Program Officer-I
4.2 Conduct Jasper C.
Home visits and Alcantara,RSW
counselling Social Welfare
Officer-lI
4.3 Continuous None 132 Days
monitoring of the Child and
child (after parents/Legal
completion of the guardian
Intervention
Program) Yvonnie Fe L.
Leuterio,RSW
MSWDO
1,205 Days, 8
TOTAL: hours and 3
minutes

Disaster Response & Interventions

RA 7160 or the Local Government Code of 1991, stipulates that LGUs have the
responsibility to undertake rescue operations, provide immediate relief assistance, and set-
up and manage evacuation centers at the first instance of disaster occurrence.

The Local Government Code also devolved the basic services and programs of national
government along disaster operations to a self-reliant local government. These include
programs for evacuees and the conduct of disaster relief operations.




Office/Division: Municipal Social Welfare and Development Office (MSWDO)

Classification: Complex Transactions
Type of Transaction: G2C- Government to Citizen
All vulnerable sectors, displaced families and individuals who
Who may avail: have been affected by manmade disastrous and natural
calamity.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Barangay Official report on the actual and | Barangay Officials
total number of families affected during
pre-emptive evacuation.(during and after Municipal Risks Reduction and Management
the disaster) Office
Barangay Official report of the total number
of damages households with Photo
documentation (should be reported within
72 hours)
AGENCY FEES TO | PROCESSING PERSON
SEENTSVERS ACTION BE PAID TIME RESPONSIBLE
Interventions During the Disaster Response
1. Facilitate 1.1 Monitoring of Barangay Officials
feedback on status of
partial and initial | respective Municipal Risks
reports of affected Reduction and
affected Barangays ( Management
families/evacue | within 24 hours) Office
es (During the
calamity/disaste | 1.2 Conduct None 24 Hours Jasper C.

r Rapid Damage
Assessment and
actual evaluation
and profiling of
families affected
( within 24 hours)

Alcantara,RSW
Social Welfare
Officer-II

Yvonnie Fe L.
Leuterio,RSW
MSWDO




2. Submit 2.1 Tabulation of

Official Reports | Official Report

of the total submitted Barangay Officials

affected families
2.2 Submit Jasper C.
consolidated Alcantara,RSW
reports to Social Welfare
MDRRMO None 72 Hours Officer-Il
2.3 Distribution of Yvonnie Fe L.
Relief Goods and Leuterio,RSW
facilitation of MSWDO
Relief Distribution MSWD Staff
List.

TOTAL: 96 Hours

Early Childhood Care and Development Program

The Early Childhood Care and Development (ECCD) Council is a Government Agency
mandated by Republic Act 10410, or the Early Years Act of 2013, to act as the primary agency
supporting the government’s ECCD Program that aims to improve the health, nutrition, early
education, and social services for children ages 0-4 years old. It is responsible in developing
policies and programs, providing technical assistance and support to ECCD service benefits
and outcomes.

The objective of ECCD is to nurture the children for their physical and mental
development and to prepare them for schooling with right attitudes and habits.

Salient Features of the ECCD Act

The law includes a policy statement to promote the rights of children to survival, development,
and social protection and to support parents in their roles as primary caregivers and as their
children’s first teachers. It spells out the vision for an improved quality of life for children O to
6 and their families. It also mandates the establishment of multi-sectoral coordinating
mechanisms to ensure sustained collaboration at national and local levels. Moreover, the law
incorporates funding commitments to finance the implementation of the national ECCD policy.



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

Children enrolled in Child Development Centers
(Children aged 0-4 years old)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Parents need to comply upon

registration:

Municipal Civil Registrar Office

1. Birth certificate Hospital/Municipal Health Office
2. Immunization card Parents
AGENCY FEES TO | PROCESSING PERSON
SEENTSVERS ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the
in the Lobby client None 3 Minutes Child Development
Workers
2. Present the 2.1 Receive and
required review the .
documents required Child Development
documents from None 3 Minutes Workers
clients Parents/Legal
guardians
2.2 facilitate
Intake interview Child Development
2.3 Child enrolled | None 15 Minutes Workers
Parents/Legal
guardians
3.Attendance 3.1Parents’ Child Development
and patrticipation | Orientation and Workers
to orientations Elect Officers
Parents/Legal
None 4 Hours guardians
Brgy. Council
4.Sign for 4.1 Distribution .
modules and Retrieval of Child Development
attendance worksheets . Workers
based on NELC None 20 Minutes
. Parents/Legal
Curriculum guardians




5.Accomplish 5.1 Check and Child Development
worksheets and | review of report Workers
submit submitted
None 198 Days Child
Parents/Legal
guardians
5.2 ECCD Child Development
Checklist first and Workers
second
Evaluation. Parents/Legal
guardians
Mariden T. Baylon
None 66 Days Social Welfare
Officer-I
Yvonnie Fe L.
Leuterio,RSW
MSWDO
6. Attendance to | 6.1 Facilitation of Child Development
PES Parents’ Workers
Effectiveness Parents/Legal
Service
None 4 Hours guardians
Resource Speaker
6.2 Home Child Development
visitation and Workers
weight monitoring
Parents/Legal
None 20 Minutes guardians

Mariden T. Baylon
Social Welfare
Officer-I




6.3 3 ECCD Child Development
Checklist Workers
Assessment and

child observation Parents/Legal

guardians

Mariden T. Baylon
Social Welfare
Officer-I

None 30 Minutes

Yvonnie Fe L.
Leuterio,RSW
MSWDO

7. Attendance to | 7.1 Facilitate Child Development
Recognition Day | Recognition Day Workers

Child

Parents/Legal
guardians

None 1 Day Mariden T. Baylon

Social Welfare
Officer-I

Yvonnie Fe L.
Leuterio,RSW
MSWDO

265 Days, 9
TOTAL: hours and 31
minutes

Senior Citizens or Elderly Program

Senior Citizens or Elderly refers to any Filipino citizen who is a resident of the Philippines, and
who is sixty (60) years old or above. It may apply to senior citizens with “dual citizenship”
status provided they prove their Filipino Citizenship and have at least six (6) months residency
in the Philippines.



Indigent senior citizen refers to any elderly, who is frail, sickly, or with disability, and without
pension or permanent source of income, compensation or financial assistance from his/her
relatives to support his/her basic needs, as determined by the Department of Social Welfare
and Development (DSWD)in consultation with the National Coordinating and Monitoring
Board.”

Republic Act No. 9994 an act granting additional benefits and privileges to senior citizens,
further amending Republic Act No. 7432, as amended, otherwise known as “an act to
maximize the contribution of senior citizens to nation building, grant benefits and special
privileges and for other purposes”.

The senior citizens should be entitled to the following benefits and privilege under RA 9994:

Free Medical and dental, diagnostic and laboratory service in all government facilities. 20%
discount for medicines. 20%discount for hotels, restaurants, recreation centers, funeral and
burial services. 20% discount in theaters, cinema houses and concert halls. 20% discount in
medical and dental services, diagnostic and laboratory fees in private facilities. 20% discount
in fare for domestic air, sea and public land transportation. 5% discount in basic necessities
and prime commodities. The 12% VAT-exemption on the purchase of goods and services are
entitled to the 20% discount. 5% discount for the monthly utilization of water and electricity,
provided that the water and electricity meter bases are under the name of the senior citizens.
Persons and corporations violating RA 9994 shall be penalized. Only for the exclusive use of
senior citizens, abuse of privileges is punishable by law.

The Senior Citizens Program renders the following services:

D. Application for Indigent Social Pensioner

The Municipal Social Welfare and Development Office are mandated to implement the
REPUBLIC ACT NO. 9257 EXPANDED SENIOR CITIZENS ACT (2004), which gives full support to
the improvement of the total well-being of the senior citizens and their full participation in
Philippine society. It expands the coverage of the benefits and privileges and mandates a
senior citizen to be the head of Office of the Senior Citizens Affairs (OSCA) in every
municipality/ city.



Office/Division: MSWD Office/ Office of the Senior Citizens Affairs
Classification: Simple Transactions
Type of Transaction: G2C-Government to Citizen
Who may avail: All registered indigent Senior Citizens in the locality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Social Pension Application Form OSCA Office
Photocopy of OSCA ID Card Applicant
2 pcs. 1x1 1D picture Applicant
Whole body picture of Senior Citizen in Applicant
front of his/her own house.
Social Pension Beneficiary Update Form .
(VAlidation Form) Applicant
AGENCY FEES TO | PROCESSING PERSON

e ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the OSCA Support
at the office client. None 3 Minutes Staff
lobby.

Applicant
2. Present the 2.1 Receive and
required review the
documents. completeness OSCA Support
and . None 2Minutes Staff
appropriateness
of the required Applicant
documents from
clients.
3. Give the 3.1 Interview the Applicant
correct data to clients to fill-up
the concerned the GIS, None 8 Minutes OSCA Support
staff. application and Staff
validation form.
3.2 Pre-validation None 3Minutes OSCA Head
of Social Pension
Application.

Client sign in OSCA Support None 5 Minutes OSCA Support
the GIS, Staff submit the Staff
application and | documents to
validation form. | MSWD Office.




4. Waiting for 4.1 Review

the approval of | and submit the Senior Citizens

his/her forms to MSWD 5 Minutes
o . None Program Focal
application to office for the
Regional Office | signature of
approval of
MSWDO.
Encode the None 3 Minutes Admin. Aide 1

information of
senior citizens to
Data Banking.

MSWDO . None 1 minute MSWDO
endorse/transmit

the application to
the regional
office.

TOTAL: 29 Minutes

E. Birthday Incentives

Ordinance No. 087 Series of 2017 an ordinance providing one thousand pesos (P1,000.00)
as cash-gift to bonafide senior citizens of this municipality who will be celebrating their 60th
birthday and providing funds thereof.

The local government grants a birthday cash gift to the local residents who are registered
senior citizens in this municipality as additional support to their medication and sustenance.




Office/Division:

MSWD Office/ Office of the Senior Citizens Affairs

Classification:

Complex Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All registered indi

ent Senior Citizens in the locality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Registration Form Senior Citizen

Photocopy OSCA |

D Card

Barangay Certificate of Residency

Birth Certificate/Marriage Contract/\Voters

OSCA Office
OSCA Office
Respective Barangay
MCR, PSA Office/ COMELEC Office

ID/Certification
OSCA Certification OSCA Office
AGENCY FEES TO | PROCESSING PERSON

SRISHISUIS S ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the OSCétift;pport
at the office client None 3 Minutes
lobby. Client

1.2 Endorse/refer

the client to the None 1 Minute OSCA Support

concern staff Staff
2. Proceed to 2.1Receive and
the concerned check the OSCA Support
staff and completeness Staff
present the and . None 3 Minutes ,
required appropriateness Client
documents.. of the presented

documents.

2.2 Interview the OSCA Support

client to fill-up the Staff

registration form. | None 3 Minutes

Client

2.3 Prepare the

c_ertlflcatlon None 2 Minutes OSCA Head

signed by the

OSCA Head.

2.4 Submit the

documents to

MSWD Orfice for None 3 Minutes OSCgtS?fpport

the preparation of a

a disbursement

voucher.

2.5 Review and

write the

document None 3 Minutes Senior Citizens

number. Program Staff




2.6 Prepare the
disbursement Senior Citizens
vqucher of the None 3 Minutes Program Staff
client.
2.7 Process the
disbursement Senior Citizens
voucher with the None 5 Minutes Program Staff
attached
documents.
2.8 Submit the Senior Citizens
disbursement Program Support
voucher to MMO, Staff
MBO, accounting
and treasurer’s None 10 Days Senior Citizens
office. Program Focal
MSWDO
3. Clients 3.1 Explain to the Senior Citizens
waiting for the client regarding Program Support
advice of the the process of Staff
treasurer's office | papers and
through phone advise them to None 3 Minutes Senior Citizens
calls/texts for wait for the phone Program Focal
the release of call/text to claim.
Birthday MSWDO
Incentives.
TOTAL: 10 days & 29
Minutes

F. Burial/death & Financial Assistance for Elderly

Ordinance No. 046 Series of 2018 an ordinance granting three thousand pesos (P3,000.00)
for burial cash assistance to the family of deceased senior citizens and persons with disability
in the municipality of EI Nido and providing funds thereof.

The assistance is given to beneficiaries to help them shoulder the cost of funeral and related
expenses, including cases of bringing home the bodies of their deceased loved ones.



Office/Division:

MSWD Office/ Office of the Senior Citizens Affairs

Classification:

Complex Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All registered indi

ent Senior Citizens in the locality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Death Certification

Death Certificate
Request letter
Valid ID Card of the Client

Endorsement of SC President and OSCA

Respective Barangay

Municipal Civil Registrar Office

Client

Client

Senior Citizen Chapter/Barangay President

Head
AGENCY FEES TO | PROCESSING PERSON
SRS ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the Senior Citizens
at the office client. None 2 Minutes
lobbv. Program Staff
y
2. Proceed to 2.1 Receive and
the attending check the Senior Citizens
worker and completeness Program Support
present the and Staff
needed and appropriateness None 2 Minutes
required of the presented Senior Citizens
documents. documents of the Program Focal
client.
3. The client 3.1 Intake
provides the interview and 10 Minutes
correct data to assessment Senior Citizens
the attendlng_ None Program Staff
worker and sign- | 3.2 Prepare the
in the GIS form. | social case
summary report 7 Minutes
of the client. Senior Citizens
3.3 Submit the None Program Staff
social case
summary report 2 Minutes
to OIC-MSWDO
for signature. N MSWDO
one




4.1 Write the
document
number and
record it to the
burial assistance
logbook.
Prepare the
disbursement
voucher of the
client.

4.2 Process
disbursement
voucher of the
client and log-out
the voucher

None

None

3 Minutes

3minutes

Senior Citizens
Program Staff

Senior Citizens
Program Staff

5. Client is
waiting for the
advice of
treasurer’s office
through phone
calls/text for the
release of Burial
Assistance

5.1 Submit
voucher to MMO,
budget,
accounting and
Treasury office.

None

10 Days

Senior Citizens
Program Support
Staff

Senior Citizens
Program Focal

MSWDO

TOTAL:

10 Days and 29
Minutes

G. Issuance of Senior Citizens ID discounted card

The senior citizen ID refers to the card issued by the OSCA office of the city or municipality

where the elderly individual lives. This locally-issued ID is honored nationwide.




Office/Division:

MSWD Office/ Office of the Senior Citizens Affairs

Classification:

Simple Transactions

Type of Transaction:

G2C- Government to Citizen

Who may avail:

All registered indi

ent Senior Citizens in the locality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Senior Citizens Registration Form
Barangay Certificate of Residency

Birth Certificate/Marriage Contract/Voters

OSCA Office
Respective Barangay
MCR, PSA Office/ Office of the COMELEC

ID/Certification
3 pcs. 1x1 ID picture Applicant
1 pc. 2x2 pcs. Applicant
AGENCY FEES TO | PROCESSING PERSON
SRS ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the . OSCA Support
at the office client. None 3Minutes Staff
lobby.
2. Present the 2.2 Receive the
needed and documents from : OSCA Support
: . None 1 Minute
required clients. Staff
documents.
2.3 Review the
completeness
and OSCA Support
appropriateness None 2Minutes
Staff
of the presented
documents.
3. Give the 3.1 Interview the
correct data to clients to fill-up OSCéé;prport
the concerned the registration None 5 Minutes
staff. form. OSCA Head
4. Client signed | 4.1 Preparel/type
in the the senior citizens
registration ID discounted None 3Minutes OSCA Head
form. card.
5. Client signed | 5.1 Logbook the None 2Minutes OSCA Support
in the senior No. of OSCA ID Staff
citizens discount | Card
Card or OSCA
ID 5.2 Laminate the None 3 Minutes OSCA Head
discounted ID
card.
6. Receive the 6.1 Explain the
senior citizen benefits and OSCA Head
discounted ID privileges of None 5Minutes
Card/OSCA ID OSCA ID cards. OSCA Support
Staff




6.2 Release the OSCA Head

senior citizen

discounted ID None 1 Minute OSCA Support

Card Staff
TOTAL: 25 Minutes

H. Payout for National Indigent Social Pension

Pursuant to the DSWD Memorandum Circular (MC) No. 16 series of 2021, beneficiaries of
the Social Pension for Indigent Senior Citizens will receive their P500-monthly stipend on a
guarterly basis with a total amount of P1, 500.00.



Office/Division:

MSWD Office/ Office of the Senior Citizens Affairs

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All registered indi

ent Senior Citizens in the locality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE




1.

For Personal claim:

Original and photocopy of Social
Pensioner's OSCA ID.

2.

Authorized Representative of
Medical- ill beneficiary (bedridden)
Original and photocopy of Social
pensioner’'s OSCA ID ( with original
sign in the photocopied ID);

Original and photocopy of claimant’s
valid ID (gov’t issued);

Authorization letter indicating the
name of authorized representative,
relationship to the beneficiary, and
the reason the inability to personally
claim the stipend; (provided)

Original latest medical certificate (
indicating medical condition of the
beneficiary signed by the local health
officer and attested by the Punong
Barangay where the beneficiary is
currently staying); and (provided)
Photo of social pensioner handling
the authorization letter (proof of life)

. Authorized representative of

Deceased Beneficiary.

Original and photocopy of social
pensioner's OSCA ID;

original and photocopy of claimant’s
valid ID (gov’t issued)

Registered Death Certificate (original
or certified true copy); and

Warranty and released from Liability
(Annex 4). (provided)

. Authorized representative of

beneficiary who transferred
residence

Original and photocopy of Social
pensioner's OSCA ID (with original
sign in the photocopied ID);

original and photocopy of claimant’s
Valid ID (gov't issued);
Authorization letter indicating the
name of authorized representative,
relationship to the beneficiary and
the reason for inability to personally
claim the stipend. (provided)

Indigent Social Pensioner

Indigent Social Pensioner

Authorized Representative

MSWD Office

MSWD Office

Indigent Social Pensioner

Indigent Social Pensioner

Authorized Representative

Municipal Civil Registrar Office

MSWD Office

Indigent Social Pensioner

Authorized Representative

MSWD Office




- Barangay certification confirming the

transfer of the beneficiary and
permanent address; and

- Photo of the social pensioner
handling the authorization letter

(proof of life).

Respective Barangay

Indigent Social Pensioner

AGENCY FEES TO PROCESSING PERSON
CEIENBSIERS ACTION BE PAID TIME RESPONSIBLE
1. Present the 1.1 Receive the Senior Citizens
required required Program Staff
documents documents from
clients. OSCA Support
Staff
None 1 Minute Senior Citizens
Program Focal
OSCA Head
MSWDO
1.2 Facilitate and Senior Citizens
verify the Program Staff
presented
documents. None 3Minutes Senior Citizens
Program Focal
2. Proceed to 2.1 Return the
the SDO and documents to the
sign in or thumb | social pensioner. None 3Minutes Disbursing Officer
mark in the cash
assistance
Payroll
3. Receive cash | 3.1 Assistin
assistance. payment. Disbursing Officer
None 1 Minute MSWDO
TOTAL: 8 minutes




PROVINCIAL SOCIAL PENSION



Office/Division:

MSWD Office/ Office of the Senior Citizens Affairs

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All registered indi

ent Senior Citizens in the locality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE




5.

For Personal claim:

Original and photocopy of Social
Pensioner's OSCA ID.

6.

Authorized Representative of
Medical- ill beneficiary (bedridden)
Original and photocopy of Social
pensioner’'s OSCA ID ( with original
sign in the photocopied ID);

Original and photocopy of claimant’s
valid ID (gov’t issued);

Authorization letter indicating the
name of authorized representative,
relationship to the beneficiary, and
the reason the inability to personally
claim the stipend; (provided)

Original latest medical certificate (
indicating medical condition of the
beneficiary signed by the local health
officer and attested by the Punong
Barangay where the beneficiary is
currently staying); and (provided)
Photo of social pensioner handling
the authorization letter (proof of life)

. Authorized representative of

Deceased Beneficiary.

Original and photocopy of social
pensioner's OSCA ID;

original and photocopy of claimant’s
valid ID (gov’t issued)

Registered Death Certificate (original
or certified true copy); and

Warranty and released from Liability
(Annex 4). (provided)

. Authorized representative of

beneficiary who transferred
residence

Original and photocopy of Social
pensioner's OSCA ID (with original
sign in the photocopied ID);

original and photocopy of claimant’s
Valid ID (gov't issued);
Authorization letter indicating the
name of authorized representative,
relationship to the beneficiary and
the reason for inability to personally
claim the stipend. (provided)

Indigent Social Pensioner

Indigent Social Pensioner

Authorized Representative

MSWD Office

MSWD Office

Indigent Social Pensioner

Indigent Social Pensioner

Authorized Representative

Municipal Civil Registrar Office

MSWD Office

Indigent Social Pensioner

Authorized Representative

MSWD Office




- Barangay certification confirming the

transfer of the beneficiary and
permanent address; and

- Photo of the social pensioner
handling the authorization letter

(proof of life).

Respective Barangay

Indigent Social Pensioner

AGENCY FEES TO PROCESSING PERSON
CEIENBSIERS ACTION BE PAID TIME RESPONSIBLE
1. Present the 1.1 Receive the Senior Citizens
required required Program Staff
documents documents from
clients. OSCA Support
Staff
None 1 Minute Senior Citizens
Program Focal
OSCA Head
MSWDO
1.2 Facilitate and Senior Citizens
verify the Program Staff
presented
documents. None 3Minutes Senior Citizens
Program Focal
2. Proceed to 2.1 Return the
the SDO and documents to the
sign in or thumb | social pensioner. None 3Minutes Disbursing Officer

mark in the cash
assistance
Payroll

Gawad Kalinga Housing Program Assistance

A. Assessment and recommendation of applicants

Gawad Kalinga, known as GK, strives to create a Philippines and world with no more slums,
no more violence, and no more poverty. With dignity and honesty, GK and volunteers build
homes, aiming to create sustainable villages, and forming safe communities as well as
transforming danger and poverty into nation building and lifting each other up. in the eyes of
GK there is " less for self, more for others, and enough for all".



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

Indigent and bonafide residents of this municipality,
Homelessness, informal settlers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Certificate of residency

At least six (6) years residents of this

Municipality
Married

1500 hours sweat-equity by building their

own homes and the homes of their

MSWD Office
GK Kapitbahayan Officers

Gawad Kalinga Community Development
Foundation Inc.

neighbours
13 weeks values formation course
AGENCY FEES TO PROCESSING PERSON
CLIERT ST ACTION BE PAID TIME RESPONSIBLE
1. Sign the client | 1.1 Collect the Eymard G.
logbook in the documentary . Fulgencio,RSW
office lobby requirements of None 30 Minutes Social Welfare
applicants Officer-I
2. refers to the 2.1 Conduct
concern social assessment and GK Devel
worker for intake interview evelopment
intake None 1 hour Commumty
_asses_s n Coordinator
interview and
assessment
3. Proceed to 3.1 Conduct
GK village for home visitation
initial and collateral .
registration and | interview to the None 3 hours GK Kapitbahayan
: Officers
schedule of applicants of
sweat equity housing program
3.2 Endorsement
of qualified Eymard G.
beneficiaries for 30 Minutes I:Su(;?:glu\:/l\(/)éll_\;:lv
housing program None Officer-I
3.3 Values 65 DayS Quallfled

formation course

beneficiaries




3.4 Issuance of
certificate to avail
housing unit to
those applicants
who had
rendered the None 30 Minutes
required hours
and qualified to
the documentary
requirements

Yvonnie Fe L.
Leuterio,RSW
MSWD Officer

5 hours & 30

TOTAL: .
minutes

Interventions for Persons Who Used Drugs (PWUDs)

A. Enrollment to Community Based Drug Rehabilitation Program

To provide immediate intervention that is sustainable and effective through different
programs and services for Persons Who Used Drugs to help them to reform and reintegrate
them to their family and community, enjoying productive life with active participation.



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All Persons Who Used Drugs (PWUDs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Copy of Court Order/Probation Order

Master-list of Surrenderers

Parole & Probation Authority
El Nido Municipal Police Station

Walk-in Client Philippine Drug Enforcement Agency
AGENCY FEES TO PROCESSING PERSON
SRS ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the
clients logbook | logbook to the Eymard G.
in the Lobby client Fulgencio,RSW
Social Welfare
Officer-I
None 1 Minute
Jasper C.
Alcantara,RSW
Social Welfare
Officer-lI
2. Present the 2.1 Receive and Eymard G.
required review the Fulgencio,RSW
documents required Social Welfare
documents from Officer-|
clients None 5 Minutes
Jasper C.
Alcantara,RSW
Social Welfare
Officer-lI
2.2 Facilitate Eymard G.
intake interview & Fulgencio,RSW
profiling Social Welfare
Officer-I
None 15 Minutes Jasper C.

Alcantara,RSW
Social Welfare
Officer-II




2.3 Facilitate
Counselling and

Eymard G.
Fulgencio,RSW

orientation Social Welfare
Officer-I
Jasper C.
) Alcantara,RSW
None 30 Minutes Social Welfare
Officer-lI
Yvonnie Fe L.
Leuterio,RSW
MSWDO
4. Sign-in the 4.1 Facilitate Eymard G.
voluntary enrolment and Fulgencio,RSW
commitment for | implementation of Social Welfare
CBDRP Community Officer-I
implementation | Based Drug
Rehabilitation Jasper C.
Program Alcantara,RSW
Social Welfare
4.2 Facilitate Officer-Il
mandatory drug .
testing Mun|C|pa_1I Health
Office
Yvonnie Fe L.
Leuterio,RSW
MSWDO
None 132 Days El Nido Municipal

Police Station

Philippine Drug
Enforcement
Agency &
Provincial Anti-
Drug Abuse
Program

Municipal Anti-
Drug Abuse
Council

Barangay Anti-
Drug Abuse
Council

TOTAL:

132 Days and 51
Minutes




B. Aftercare Program

To provide continuous care and monitoring that promotes active participation and
involvement of PWUDs to all sectors of the community in the recovery process.



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Highly Technical Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All Persons Who Used Drugs (PWUDs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

All PWUDs who graduated in the

Community Based Drug Rehabilitation
Program of LGU and those who underwent

Balay Silangan Program

MSWD Office

Municipal Health Office
MADAC & BADAC Councils
PDEA & PDAP

CLIENT STEPS

AGENCY
ACTION

PROCESSING
TIME

PERSON
RESPONSIBLE

FEES TO
BE PAID

1. Active
Participation to
Community
Service

1.1 Promote
Active
participation and
involvement of
PWUDs

Eymard G.
Fulgencio,RSW
Social Welfare

Officer-1

Jasper C.
Alcantara,RSW
Social Welfare

Officer-ll

Yvonnie Fe L.
Leuterio,RSW
MSWD Officer
None 132 days
Municipal Health

Office

Health Worker
PNP
Client & Family

Municipal Anti-
Drug Abuse
Council

Barangay Anti-
Drug Abuse
Council




1.2 Conduct
series of home
visits

None

Eymard G.
Fulgencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

Officer-Il

Municipal Health
Office

Health Worker
PNP
Client & Family

2. Attendance to
meetings

2.1 Ensure
mandatory
participation &
compliance

None

Eymard G.
Fulgencio,RSW
Social Welfare

Officer-I

Jasper C.
Alcantara,RSW
Social Welfare

Officer-ll

Yvonnie Fe L.
Leuterio,RSW
MSWDO

Health Worker
PNP
Client & Family

Municipal Anti-
Drug Abuse
Council

Barangay Anti-
Drug Abuse
Council




2.2 interventions None Fulgencio,RSW

and continuous Social Welfare
monitoring Officer-I
Jasper C.

Alcantara,RSW
Social Welfare
Officer-II

Yvonnie Fe L.
Leuterio,RSW
OIC-MSWD Officer

Health Worker
PNP

Philippine Drug
Enforcement
Agency &
Provincial Anti-
Drug Abuse
Program

Municipal Anti-
Drug Abuse
Council

Barangay Anti-
Drug Abuse
Council

TOTAL: 132 Days

Persons with Disability (PWD) Program

It aims to promote services to all types of PWD 0-59 years of age and is members of the Self-
help Groups of PWDs. The Program focuses on areas of disability prevention, rehabilitation
and equalization of opportunities. Moreover, it is intended to enhance PWDs capacity to attain
a more meaningful, productive and satisfying way of life and ultimately become self-resilient,
productive and contributing members of society.



A. Application for Person with Disability (PWD)



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All Indigent resident of EIl Nido, Palawan.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certification from the Physician

Hospital/ RHU

PWD Application Form MSWDO
2x2 1D picture
AGENCY FEES TO | PROCESSING PERSON
SRSV S ACTION BE PAID TIME RESPONSIBLE
1. Sign the client | 1.1 Give the Log Lito O. Martinez
Log Book at Book and secure Disability Affairs
Office lobby the complete Assistant /PDAO
details of the Focal
client None 2 Minutes
Kristine Bacaling
Designated PDAO
2. Present the 2.1 Receive and Lito O. Martinez
required review the Disability Affairs
documents required Assistant /PDAO
documents from Focal
clients None 3 Minutes
Kristine Bacaling
Designated PDAO
2.2. Facilitate Lito O. Martinez
Intake interview & Disability Affairs
profiling Assistant
None 15 Minutes
Kristine Bacaling
Designated PDAO
2.2 Facilitation of Lito O. Martinez
PWD ID Disability Affairs
Assistant
None 5 Minutes
Kristine Bacaling
Designated PDAO
3. Sign in the 3.1 Released/ Kristine Bacaling
receiving Issue of the PWD Designated PDAO
logbook for ID to the client
PWD ID’s None 3 Minutes Yvonnie Fe L.
Leuterio, RSW
MSWD Officer




28 minutes

TOTAL:

B. Issuance of Persons With Disability Identification card




Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All registered PWD resident of El Nido, Palawan.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Filled-up Philippine Registry Form for
Persons with Disability (PRFPWD)
Certificate of Disability (for non-
apparent/apparent disability)

Certificate of residency within 6 months
Birth Certificate (Photocopy)

PDAO Office/ MSWD Office
Attending Physician

MSWDO/Private/Suggested Hospital
Barangay Hall
Philippine Statistics Authority/Municipal Civil

Registrar
2 pcs. 2x2 ID Picture Client
2 pcs. 1x1 ID picture Client
AGENCY FEES TO | PROCESSING PERSON

SRS ACTION BE PAID TIME RESPONSIBLE
1. Sign the client | 1.1 Give the Log Disability Affairs
Log Book at Book and secure Assistant
Office lobby the cpmplete None 1 Minute Support staff

details of the

client Designated PDAO
2. Fill up the 2.1 Receive and None Disability affairs
Philippine check Assistant
Registry Form completeness of :
for Persons with | filled up 5 Minutes Support staff
Disability PRFPWD
(PRFPWD) Designated PDAO
3. Give the 3.1 Interview the Disability Affairs
correct data to clients to filled-up Assistant
the PDAO the GIS form
Focal/staff . Support staff

3.2 Orientation of None 15 Minutes

the privileges and

their benefits Designated PDAO




4. Submit 4.1 . Receive and None
documentary check
requirements completeness of
submitted
requirements
4.2Verity if the Disability Affairs
applicant is not Assi
. . ssistant
yet registered in Support staff
the Philippine 1 Minute bp
Registry fo‘r Designated PDAO
Persons with
Disability
4.3Process the
Person with
Disability ID card
and check its
correctness
5. Receive the 5.1. Release the None Disability Affairs
Person with Person with Assistant
Disability 1D Disability ID card
card in the Support staff
logbook
3 Minutes Designated PDAO
Bookbinder-IV
MSWD Office
TOTAL: 25 minutes

C. Financial and Medical Assistance for Mentally and Epileptic PWD

patients




Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Complex Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All Indigent PWD resident of El Nido, Palawan.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Barangay Certificate of Indigency Barangay Hall
Hospital bill RHU/Hospitals
Medical Certificate Attending Physician
Request letter Client
Valid ID of Clients (photocopy) Client
Medical Prescription client
AGENCY FEES TO | PROCESSING PERSON
SRS ACTION BE PAID TIME RESPONSIBLE
Processing of Financial Assistance:
1. Sign the client | 1.1 Give the Log
Log Book at Book and secure Disability Affairs
Office lobby the qomplete None > Minutes Assistance
details of the
client
PWD Staff
2. Present the 2.1 Receive and None 5 Minutes
required review the Disability Affairs
documents documents from Assistance
clients
PWD Staff
3. Give the 3.1 Interview the None 10 Minutes
correct data to clients to filled-up Disability Affairs
the PDAO the GIS form Assistance
Focal/staff
PWD Staff
4. Client signed | 4.1 Process None 5 Minutes
in the GIS form | voucher for Support staff
signature of OIC-
MSWDO and log- Designated PDAO
out the voucher
Bookbinder-IV




5. Clients
waiting for the
advice of
Treasury office
through phone
calls/text for the
released of
financial &
medical
assistance

5.1 Process
voucher to MMO,
budget,
accounting and
Treasury office.

None

10 Days

Support staff

Designated PDAO

Bookbinder-I1V

Municipal

Accountant

Municipal
Treasurer

TOTAL:

10 Days and 22
Minutes

For Mentally and

Epileptic patients regular check-up:

1. Sign the client

1.1 Give the Log

Disability Affairs

Log Book at Book and secure Assistant
Office lobby the complete
dgtalls of the None > Minutes Support staff
client
Designated PDAO
Social Welfare Aid
2. Client/patient | 2.2 Workers will None 10 Minutes Disability Affairs
will be subjected | facilitate the basic Assistant
for check-up facilitation of
through roll intake interview, Support staff
calling of names | profiling
based on the Designated PDAO
logbook of the 2.3 Workers will 15 Minutes
office assist the Social Welfare Aid
Psychiatric Bookbinder-IV
Doctor in

facilitating the

check-up and

distribution of

medicines and
vitamins

MSWD Officer

Psychiatric Doctor
Municipal Health
Office




2.4 Provide None 5 Minutes Disability Affairs
provision of free Assistant
vitamins
(depends on the Social Welfare
availability of Aide
supplies)
Designated PDAO
Bookbinder-IV
MSWD Office
General Services
Officer
Municipal Budget
Officer
3. Sign in the 3.1 Facilitate Medicine 5 Minutes Disability Affairs
logbook/distribut | signing of S, Assistant
ion list and distribution list vitamins
received the and release the and other Support staff
medicines and vitamins and maintena
other doctors medicines nce are
prescription provided
by the
visiting Social Welfare
psychiatri Aide
¢ Doctor
and paid
by client
depends
on the
doctors
prescripti
ons
TOTAL: 37 Minutes

D. Service Name: Referral and/or Augmentative Services for Persons with

Disabilities




Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Complex Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All Indigent PWD resident of El Nido, Palawan.

CHECKLIST OF REQUIREMENTS

CHECKLIST OF REQUIREMENTS 25.
WHERE TO SECURE

1. Accomplished intake form/
interview/Letter of request

PDAO Office/ MSWD Office

2. Supporting documents (Social Case | Client
Study Report/Certificate of Indigence,
Person with Disability Identification Card
and other documents needed, depending
on the nature of assistance being
requested)
CLIENT STEPS AGENCY | 7555 | PROCESSING PERSON
ACTIONS PAID TIME RESPONSIBLE
1. Presentation of 1. Receive and
letter of request with | check Disability Affairs
supporting completeness Assistant
documents ffill up the | of letter and
Intake/Referral Form | documents/ Support staff
through interview. filled up intake NONE 10 MINUTES
Counseling is form.
conducted if deemed
necessary. 2.Provide
counseling if Social Welfare
deemed Aide
necessary.
2. Coordinate to 2.1Coordinatio
agencies, institutions | n/facilitation to Disability Affairs
and organizations prospective/ap Assistant
re:referral of persons | propriate NONE
with disabilities. agencies, Support staff
PDAO/MSWD institutions and 10 MINUTES
reviews proposed organizations
actions to determine
feasibility/determine | 2.2 Determines
where to refer final actions Social Welfare
and where to Aide
refer.
3. PDAO/ MSWDO 3.1 Inform Disability Affairs
prepares and sends | client/beneficia Assistant
referral letter to ries of approval
concerned of request/s Support staff
|nst|tut|0ns_/hands_out and where it NONE 10 MINUTES
to requesting parties | was referred.
for facilitation
Social Welfare
Aide




| TOTAL: | 30 MINUTES |

E. Payout for Stipend of PWD'’s




Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All registered PWD resident of El Nido, Palawan.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

OSCA ID (Photocopy with signature) for

Personal claim

For Representative:
Authorization Letter

OSCA ID of pensioner (Photocopy) with

signature

Medical Certicate (signed by BHW and

Certify by Bgy. Officials)

Beneficiary

Beneficiary
Beneficiary

Forms provided by MSWD/RHU

Valid ID of Authorized Representative Claimant
AGENCY FEES TO | PROCESSING PERSON
SRS ACTION BE PAID TIME RESPONSIBLE
1. Present the 1.1 Receive the
required required
documents documents from
clients : Designated PDAO
None 1 min.
MSWD Staff
1.2 Review the None
presented _ Designated PDAO
requirements 5 mins.
MSWD Staff
3. Sign in the 3.1 Endorse to None
Cash assistance | the Disbursing Designated PDAO
Payroll Officer for
payment 3 mins. MSWD Staff
Disbursing Officer
4. Received 4.1 Assistin None 1 mins.
Cash assistance | payment Designated PDAO
MSWD Staff
Disbursing Officer
MSWD Office
TOTAL: 10 minutes




Philhealth Program

A. Medicare para sa Masa-PhilHealth LGU Sponsorship

Ensure that all Filipinos are guaranteed equitable access to quality and affordable health care
goods and services and protected against financial risk.



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All Indigent resident of EIl Nido, Palawan.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certificate of Indigency

Barangay Hall

Family Intake Form MSWD Office
Certificate of Eligibility signed by MSWDO
AGENCY FEES TO | PROCESSING PERSON
GHISMIESR ACTION BE PAID TIME RESPONSIBLE
1. Sign the client | 1.1 Give the Log
Log Book at Book and secure Nory Merilee H.
Office lobby the complete , Arzaga, RSW
details of the None 2 mins Social Welfare
client Officer-Il
2. Submit the 2.1 Receive the None
Certificate of documents and Nory Merilee H.
Indigency to conduct Family , Arzaga, RSW
window 1 and Intake Interview 15 mins. Social Welfare
prepare for an and assessment. Officer-I|
Interview
2.2 Encode and None Judy Ann C.
prepare the Lagrada, RSW
Certificate of Social Worker
Eligibility for
Signing of Nory Merilee H.
MSWDO Arzaga, RSW
5 mins. Social Welfare
Officer-lI
Yvonnie Fe L.
Leuterio, RSW
MSWDO
3. Received the | 3.1 Release the None
copy of Signed Certificate Nory Merilee H.
Certificate of of Eligibility. Arzaga, RSW
Eligibility Secure a copy Social Welfare
with a received of _ Officer-II
a client. S mins.
Yvonnie Fe L.
Leuterio, RSW
MSWDO
TOTAL: 27 minutes




Pre-marriage Orientation and Counseling (PMC)

PMOC is to provide would-be couples with information they will need in performing their roles
as husband and wife, and prepare them for the challenges of married life and their
responsibilities as spouses, family members, and future parents. It will also give them a better
understanding of what marriage is so that they can affirm their decision to get married based
on sufficient knowledge and clear expectations.



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All couple aged 18 years old & above

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Cedula from the couple

2. Official Receipt of payment from

Treasury Office

1. Barangay Hall
2. Treasury Office

AGENCY FEES TO | PROCESSING PERSON

SRSV SIS A ACTION BE PAID TIME RESPONSIBLE
1. Setting-up a 1.1 Give the Log
schedule for the | Book and secure Social Worker
PMC session. the complete None 3 Minutes

details of the MSWD Staff

client.
2. Take 2.1 Facilitate
Marriage Intake, interview Social Worker
Inventory with the cpuple. None 25 Minutes
Expectation (Pre-marriage MSWD Staff
Examination at | Application Form
the MHO. & Form 1)
3. Report on the | 3.1 Facilitate Pre-
date of PMC Marriage :
schedule and Orientation and None 3 hours Social Worker
other activities. | Counseling MSWD Staff

session.
4. Couple will 3.1 Issuance of
proceed to the Pre-Marriage Yvonnie Fe L.
POPCOM officer | Counseling None 1 Hour Leuterio, RSW
to attend the Certificate to the MSWDO
Family Planning | would be couples.
Seminar.
5. Couples will 3. 2 Receive one
proceed to the copy of the PMC
MSWD office to | certificate and
submit 1 copy of | compile it. Social Worker
thel_r _PMC None 30 Minutes MSWD Staff
certificate after
the seminar with
the POPCOM
Officer.

TOTAL: 5 Hours and 2

minutes

Solo Parent Program




Issuance of Solo Parent ID

A solo parent ID is crucial to receiving the solo parent benefits as Section 10, Article IV of the
Implementing Rules and Regulations of RA 8297 states that “the benefits and privileges of a
solo parent can be obtained only if there is a Solo Parent Identification Card.”



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

A woman who has given birth (and decided to keep and raise
the child) as a result of rape and other crimes against chastity
even without final conviction of the offender.

A parent left with the sole responsibility of parenthood due to the
following circumstances: (1) Due to death of spouse, (2)Spouse
Is detained or is serving sentence for a criminal conviction for at
least one year, (3) Physical and/ or mental incapacity of spouse
as certified by a public medical practitioner, (4) Legal Separation
or de facto separation from spouse for at least 1 year, as long
as she/ he is entrusted with the custody of the children, (5)
Declaration of nullity of annulment of marriage as decreed by a
court or by a church as long as she/ he entrusted with the
children.

Unmarried mother/ father who has preferred to keep and rear
her/ his child/ children instead of having others care for them or
give them up to a welfare institution.

Any other person who solely provides parental care and support
to a child or children.

Any family member who assumes he responsibility of head of
family as a result of the death, abandonment, disappearance or
prolonged absence of the parents or solo parent.

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS

Barangay Certification of residency
Barangay Certification as Solo Parent
Copy of PSA Birth certificate of your child
Income Tax Return

1x1 ID picture

Barangay Hall

Barangay Hall

Philippine Statistic Authority

Barangay Hall or Municipal Treasurers Office
Client

Application Form MSWD Office
Supporting documents: Client
Declaration of Nullity of Marriage,
Death Certificate,
CENOMAR,
Medical Certificate,
Court order or any order of detention.
AGENCY FEES TO | PROCESSING PERSON
RIS S ACTION BE PAID TIME RESPONSIBLE
1. Sign in the 1.1 Give the Log
Client Log Book | Book and secure
in the office the complete Nory Merilee H.
lobby. details of the None 2 Minutes Arzaga, RSW
client Social Welfare
Officer-II




2. Submit the 2.1 Receive the
required complete Nory Merilee H.
documents to documents. Verify Arzaga, RSW
Window 1 for and asses the None 10 Minutes Social Welfare
initial client. Officer-II
assessment and
verification
3. Fill out Solo 3.1 Receive the
Parent accomplished
Application form and validate Nory Merilee H.
Form the details. None 10 Minutes Arzaga, RSW
Social Welfare
Officer-II
4. Submit 3.1 Prepare the 5 Minutes
Complete Solo Parent ID
documents to and
MSWD office Nory Merilee H.
Arzaga, RSW
Social Welfare
Forward to 20 minutes Officer-II
MSWDO and
MMO for None Yvonnie Fe L.
signature Leuterio, RSW
MSWD Officer
Hon. Edna Gacot-
Lim
Municipal Mayor
5. Claim your 5.1 Release
Solo Parent ID accomplished SP
after 15 daysto | IDsto SP Nory Merilee H.
respective presidents. Arzaga, RSW
Barangay Solo For Distribution None Social Welfare
Parent 10 Minutes Officer-lI
President.
Yvonnie Fe L.
Leuterio, RSW
MSWD Officer
TOTAL: 57 minutes

Violence Against Women and their Children (VAWC)

Republic Act No. 9262, the state values the dignity of women and children and guarantees full
respect for human rights. And also recognizes the need to protect the family and its members
particularly women and children, from violence and threats to their personal safety and
security.






Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All women and their children

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Referral letter from PNP/Barangay for

VAWC client

Medico-legal certification issued by MHO

ENMPS-WCPD/Barangay VAW-Desk
Municipal Health Office

CLIENT STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Sign in to the
Client Log Book
in the office
lobby.

1.1 Give the Log
Book and secure
the complete
details of the
client

None

2 Minutes

Social Worker

1.2 Review the
submitted
documents by the
referring party (if
referred by
Barangay, PNP
or other Agency).

1.3 Issuance of
certificate of
indigency (if the
client would
undergo for
medico-legal
examination)

1.4 Ensure the
medico-legal of
the client (in
coordination with
Municipal Health
office)

1.5 Client will be
referred to the
assigned social
worker for further
intervention and
facilitation to the
case

None

2 Minutes

10 Minutes

5 Minutes

2 Minutes

Social Worker




1.6 Facilitate
intake interview 30 Minutes
and counselling

to the client/family

1.7 Facilitated Social Worker

during amicable
settlement as

requested by the 2 Hours
victim None

1.7 Assisted in
filing of the case
and inquest 1 Hour
proceedings (in
coordination with
PNP)

Social Worker,
WCPD Investigator

1.8 Referral the
client to other

agency (as the None 10 Minutes
case may be)

Social Worker

4 Hours and 1

TOTAL: :
minute

CHILDREN IN NEED OF SPECIAL PROTECTION (CNSP)

A. Description

The state is giving special attention to children's welfare. Ensuring their security/safety, giving
value and dignity to each of them.

This program was created to protect the children in different types of abuses, discrimination
and exploitaion, and protecting children’s rights.
B. Legal bases

R.A. 7610- Special Protection of Children Against Child Abuse, Exploitation, and
Discrimination Act.



Office/Division:

Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple Transactions

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All minors/Children

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Referral letter from PNP/Referral from

Barangay

Medico-legal certification issued by MHO

ENMPS-WCPD/Barangay VAW-Desk
Municipal Health Office

FEES

CLIENT PROCESSING PERSON

STEPS AGENCA SO TPC,)AFDE TIME RESPONSIBLE
For Rescue
operation (If
needs arises)

1. C_qncerned 1.1 Verify the !n(:lqlent None 5 minutes Social Worker:
citizens through coordination
) ProgramsStaff/
report the with the Barangay. P
o rogram Focal,
incident to . oy
El Nido Municipal
the MSWD ) :
. Police Station, &
office. Barangay official
1.2 Coordinate PNP None . gay
: 2 minutes
for rescue operation.
1.3 Assisted the minor None 15. fo 30
) minutes.
during rescue
operation.

o . Social Worker:
2._S|gn in the 2.1 Give the Log Book > Minutes ProgramStaff/
Client Log and secure the None Proaram Eocal
Book in the complete details of the 9
office lobby. client.




2.2 Review the 2 Minutes

submitted documents

by the referring party.

2.3 Client will be 2 Minutes

referred to the

assigned social

worker. Social Worker:
2.4 Ensure the 10 Minutes Program Staff/

) None Program Focal &
medico-legal of the Municipal Health
client and witness unicipal Hea

. : Office
during physical
examination of the
minor. (in coordination
with the Municipal
Health office).
2.5 Issuance of 5 Minutes
certificate of indigency.
2.6 Facilitate intake 30 Minutes
interview and
counseling to the Social Worker:
client/ and family. Program Staff/
Program Focal
2.7 Assisted in filing of 1 Hour
the case and inquest
proceedings in None Social Worker:
coordination with PNP Program Staff/
(As needed). Program Focal &
El Nido Municipal
2.8 Preparation of 3 Days Police Station
Social Case Study
Report & Home
visitation.
2.9 Referral:
Preparation of Referral Social Worker:
letter fand_ agency None 30 Minutes Program Staff/
coordination (as Program Focal &
needed) Other Agency
3 Days, 2
TOTAL: hours, and 10

minutes




SUPPLEMENTARY FEEDING PROGRAM

A. Description/s:

The Supplementary Feeding Program is the provision of food in addition to the regular meals,
to children ages 2-5 years old enrolled in Child Development Centers (CDCs) as part of the
DSWD'’s contribution to the ECCD program of the government and to the achievement of the
Sustainable Development Goal Number 2 or Zero Hunger.

Due to the Community Quarantine because of the Covid-19 pandemic, the implementation
of the program is in the form of food package distribution (based from MC 12 and MC 35, s2020
as mandated guidelines of Supplementary Feeding Program under CQ period). The program aims
to achieve the 1/3 of the Philippine Dietary Reference Intake (PDRI) for children ages 3-4
years with Twice A Day Feeding (TADF) scheme for a total of 60 days with a maximum of
seven days a week. Malnourished children based on the 2021 OPT results were located and
prioritized as beneficiaries because they were deemed most vulnerable during pandemic (to
clarify whether the data/ children’s beneficiaries were from OPT). Children beneficiaries are
weighed at the start of the feeding and after every 20 days until the 61st days of the TADF to
determine improvement and sustenance in their nutritional status in observance of minimum
health protocols.

B. Legal Bases

1. Sec. 3,item 2, article XV of the 1987 Philippine Constitution
The government must ensure the right of children to assistance including proper care
and nutrition, and special protection from all forms of neglect, abuse, cruelty,
exploitation, and other conditions prejudicial to their development;

2. R.A 11037, Masustansyang Pagkain para sa Batang Pilipino Act of 2018
Mandates the DSWD, in coordination with the Local Government Units (LGUSs) to
implement a supplemental feeding program for undernourished children ages three (3)
to five (5) years

3. R.A 10410, Early Years Act (EYA) of 2013
It is hereby declared the policy of the State to promotes the rights of children to survival,
development and special protection with full recognition of the nature of childhood and
as well as the need to provide developmentally appropriate experiences to address
their needs; and support parents in their roles as primary caregivers and as their
children’s first teachers;



Office/Division:

Department of Social Welfare and Development (DSWD) thru
Municipal Social Welfare and Development Office (MSWDO)

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All children enrolled in Child Development Centers (CDCs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Memorandum Of Understanding (MOU)

Project Proposal
SB Resolution

Tally of Beneficiaries
Masterlist of Beneficiaries

Inspection and Acceptance Report (IAR)

Distribution List
Acknowledgment

Local Government Unit (LGU)

Municipal Social Welfare and Development
Office of the Sangguniang Bayan
Municipal Social Welfare and Development
Child Development Workers

Municipal Social Welfare and Development
Municipal Social Welfare and Development
Child Development Workers

AGENCY FEES TO | PROCESSING PERSON
SRISHISUIS S ACTION BE PAID TIME RESPONSIBLE
1. Sign the client | 1.1 Give the client .
logbook logbook None 1 Minute ChlIdV[\)/eveIopment
orkers
2. Present the 2.1 Review the
needed presented
requirement to requirements b .
Cr?ild thg Child y Child Development
Workers
Development Development
Workers Workers. (The None 5 Minutes
beneficiaries Program Focal
mué’:]ﬁ; enrolled Program Staff
Development
Centers)
2. Submit the 2.1 Collect and
master list of review the
enrolled children | masterlist of Program Focal
per Child enrolled children None 5 Minutes
Development per Child Program Staff
Centers. Development
Centers.
2.2 Encode the Program
masterlist of None 2 Weeks (5 Staff/Egncoder

enrolled children.

Minutes per child)

2.3 Prepare the
other needed
documents for
funding such as:
Project Proposal
Memorandum of
Understanding
Tally of
beneficiaries

SB Resolution

2 Days (3 hours
per documents)

Program Focal
Program Staff
Municipal Mayor

SB Members




2.4 Submit the
encoded

Program Focal

masterlist and 3 Minutes
other documents Program Staff
to DSWD FO
3. Attend to 3.1 Facilitate the
Program Program
orientation orientation to Program Focal
Guardian/Parents
of beneficiaries, 1 Da Program Staff
Child y
Development Child Development
Workers and Workers
other
stakeholders
3.2 Inspect and Program Focal
Acknowledge the 1 Day (every
SFP food packs delivery Program Staff
schedule)
Inspector
3.3 Facilitate the
) Program Focal
sorting and
distribution of
SFP food packs 2 Days and 4 Program Staff
per Child hours (2 cluster .
Development per day) Ch'ldvl:\)/i\rfé?gmem
Centers (based to
the number of Parents volunteer
enrolled children)
4. Claim the 4.1 Monitor the Program Focal
SFP food packs | distribution of
and sign to SFP food packs Program Staff
Distribution list 2 Days
Child Development
Workers
Parents volunteer
5. The 5.1 Monitor the Program Focal
beneficiaries Nutritional status
shall undergo of child
weight and beneficiaries Program Staff
height . 2 Days Child Development
measuring Workers
(upon entry and
every after 20 Stakeholders

days).




5.2 Encode the
Weight and
Height Monitoring

1 Week (2

Program Focal

Report from Child minutes per child) Program
Development Staff/encoder
Workers.

5.3 Conduct

home visit and
monitoring to

Program Focal

identified 1 Week Program Staff
undernourished

children upon Nutrition staff
implementation

5.4 Tap Program Focal
stakeholders as

need arises 5 Minutes Program Staff
during the

implementation. Stakeholders

TOTAL: 70 Days 7 Hours

26 Minutes

ADMIN CONCERNS;

Process of PRs,




Office/Division:

Department of Social Welfare and Development (DSWD) thru
Municipal Social Welfare and Development Office (MSWDO)

Classification: Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All children enrolled in Child Development Centers (CDCs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Memorandum Of Understanding (MOU)
Project Proposal

SB Resolution

Tally of Beneficiaries

Masterlist of Beneficiaries

Inspection and Acceptance Report (IAR)
Distribution List

Local Government Unit (LGU)

Municipal Social Welfare and Development
Office of the Sangguniang Bayan
Municipal Social Welfare and Development
Child Development Workers

Municipal Social Welfare and Development
Municipal Social Welfare and Development

Acknowledgment

Child Development Workers

AGENCY FEES TO | PROCESSING PERSON
SRISHISUIS S ACTION BE PAID TIME RESPONSIBLE
1. Present the 1.1 Presented to
Budget proposal | Budget hearing MSWDO
for the coming review the Budget None 30 Minutes Social Welfare Aide
year. proposal for the
coming year
2. Present the 2.1 Review and
necessary presented to the
needs of the concern Staff
Office Personnel | especially to our
and Staff Municipal Budget N 3H M MSWIDBOd ¢
Officer with their one ours unicipal budge
Officer
approval to the
proposed budget
needed by the
Office
3. Preparation of | 3.1Preparation of
Approved LBP Form, PPMP
Budget Form, AIP Form Social Welfare
None 3 Hours Aide
MSWDO
3.2 Encode the Social Welfare
LBP Form 2 with Aide
the approval of None 2 Hours MSWDO
Office Officer




3.3 Encode the
PPMP Form
based on the
system given by
the Accounting
office, and signed
by the Office
Officer and Staff.

2 Days (3 hours
per documents)

MSWDO
Social Welfare
Aide

Mun. Accounting

Office
3.4 Submit the MSWDO
encoded PPMP Mun. Budget
to the Office Officer
Concern 10 Minutes Mun. Accounting
Office
General Service
Officer
4. Preparation of | 4.1 Facilitate
PR’s submit of PPMP
Form to GSO Social Welfare
office for their Aide
references to 10 minutes General Service
prepared PR’s Office

based on the
amount
approved.

4.2 Preparation of
PR’s with
corresponding PR

5minutes (every

Social Welfare Aid
GSO Staff

delivery

numbers, amount schedule)

of PR’s, recorded

by the GSO Staff

4.3 Social Welfare

Facilitate/transmit Aide

ted to the concern

Office for MSWDO

signature of the

Office concern for 2 hours Municipal

the Cash TReasurer

availability,

Request Municipal Mayor

Office,and Budget

Approval Mun. Budget Office
5. Claim the 5.1 Monitor the Program Focal
SFP food packs | distribution of
and sign to SFP food packs Program Staff
Distribution list

2 Days

Child Development
Workers

Parents volunteer




6. The
beneficiaries
shall undergo

6.1 Monitor the
Nutritional status
of child

Program Focal

Program Staff

weight and beneficiaries
height : 2 Days Child Development
measuring
Workers

(upon entry and
every after 20 Stakeholders
days).

6.2 Encode the

Weight and Program Focal

Height Monitoring 1 Week (2

Report from Child minutes per child) Program
Development Staff/encoder
Workers.

6.3 Conduct

home visit and
monitoring to

Program Focal

identified 1 Week Program Staff
undernourished

children upon Nutrition staff
implementation

6.4 Tap Program Focal
stakeholders as

need arises 5 Minutes Program Staff
during the

implementation. Stakeholders

TOTAL: 70 Days 7 Hours

26 Minutes







FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback?

The attending worker will provide the
feedback form for the client to answer and
drop it at the designated drop box at the
information desk.

Office contact info:
Globe- 09177755460

Email: mswd elnido2018@yahoo.com

Facebook account:
MSWDO, El Nido Palawan

Facebook page:
Municipal Social Welfare and Development
Office, EIl Nido, Palawan

How feedback is processed?

Every end of the day the assigned worker
will open the drop box and compile and
records all submitted feedback forms.

Feedback needs of immediate response will
be reported to the head of office and
endorse to concern staff or relevant offices,
and required to answer within (3) working
days upon receipt of feedback.

Information and answers will then relay to
the client.

How to file complaints?

The attending worker will provide the
complaint form for the client to answer and
drop it at the designated drop box at the
information desk.

Complaints can also be filed via telephone
with the following information:
- Complete name of client
- Person or Issues being complained
- Date and place of incident
- Evidence/proof

For inquiries and follow-ups clients may
contact the office hotline number:
Office contact info:

Globe- 09177755460



mailto:mswd_elnido2018@yahoo.com

How complaints are processed On daily basis, the assigned worker will
periodically open the drop box, complied and
evaluate each complaint.

Assigned worker will provide a report to the
head of office for verification and further
evaluation and appropriate action.

The In-charge worker will provide feedback
to the client.

For inquiries and follow-ups clients may
contact the office hotline number:

Office contact info:

Globe- 09177755460

Contact Information of ARTA, PCC, CCB ARTA: complaints@arta.gov.ph
8478 50393
PCC: 8888

CCB: 0908-881-6565(SMS)



mailto:complaints@arta.gov.ph

