14. OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND
DEVELOPMENT

14.1 External Services



A Assistance for the Burial Expenses of the Senior Citizen (Senior Citizen’s Death Aid)

Financial assistance provided to the family of the deceased senior citizen for the burial expenses.

Office or Division: Office of the Municipal Social Welfare and Development
Classification: Simple
Type of Transaction: G2C - Government to Citizen
"Who may avail: Deceased Family Of Senior Citizen From Municipality Of Patnongon, Antique

CHECKLIST REQUIREMENTS

WHERE TO SECURE

Death Certificate (2 Photocopies)

Certification from the Barangay (1 Original Copy)
Certification from the OSCA (1 Original Copy)
valid ID of the claimant (1 Photocopy)

Office of the Senior Citizen Association ID Of Senior Citizen (1 Original)

Municipal Civil Registrar
Office of the Punong Barangay
Office Senior Citizen Association office
Any Government Agency Concerned
Client

Voucher

CLIENT STEPS AGENCY ACTION | FEES TO BE PAID | PROCESSING TIME | UNIT / DIVISION / PERSON RESPONSIBLE
1.Interview the client 10 minutes
1.Inquire/ask about 1.2.Provide the
requirements checklist of 2 minutes
requirements Marieta A. Valde
2.1.Review the Day Care Worker |
2.Submit complete completeness of B patpibas Salvacion C. Valero
required documents submitted Social Weilfare Officer IV
documents
3.1.Conduct of 16 mintitas
Intake Interview
None - Lilia J. Plameras, RSW
3.2 Validation of the . Municipal Social Welfare and Development
data & Assessment: _ Officer
Salvacion C. Valero, RSW
3 Provide personal data e Saocial Welfare Officer IV
documents: -
Certificate of Marieta A. Valde
Eligibility - 15 minutes Day Care Worker Il
Obligation Request Salvacion C. Valero
-Disbursement Social Welfare Officer IV




!

) Lilia J. Plameras, RSW
3.4.Sign the Municipal Social Welfare and Development
documents: 5 minutes Officer
Salvacion C. Valero, RSW
3.5.Endorse for the Social Welfare Officer IV
approval of the Marieta A. Valde
Certificate of 5 minut Day Care Worker I
Eligibility Municipal = Salvacion C. Valero
Mayor Social Welfare Officer IV
3.6.Preparation of Marietta A. Valde
PR : Day Care Worker Il
gt\)}g;:éﬁgr e 10 minutes Sglvacion C. Valero
Social Welfare Officer IV
4.1.Release th? 10 minutes Municipal Treasurer's Office
4 Renslve the Check to the client ‘
(fhe ck/Finandial 4.2.Log the name of Marietta A. Valde
Assist clients who availed 3 minutes Day Care Worker I
s of the Financial Salvacion C. Valero
Assistance | - Social Welfare Officer IV _ —
TOTAL : __ 35minutes |

B. Assistance to Victims of Violence Against Women and Children Program (VAW-C)

RA 9262

Escalating violence of women and al
AND THEIR CHILDREN ACT OF 20

ways in abusive situations, itis the assistance from R. A. 9262 known as ANTI-VIOLENCE AGAINST WOMEN
04 gives hope, empowerment and protection from all forms of domestic violence.

1 Office of the Municipal Social Welfare and Development

Complex

G2C - Government to Citizen

intake Sheet/ Log book (1 Copy)

_| Abused Women And Their Children
5w Endorsement / Referral (1 Copy) Bgry. VAW-
a%%grl:ie?esrrall Police Blotter Report (1 Copy) gry. VAW-C Desk

WCPD - Patnongon MPS
MSWDO




40 minutes

[ CLIENT STEPS AGENCY ACTION | FEESTO BEPAID | PROCESSING TIME | UNIT/ DIVISION / PERSON RESPONSIBLE
1.1.Conduct interview -
to referred client minutes
1.2.Conduct Lilia J. Plameras, RSW
counselling to client 46 milreies Municipal Social Welfare Development
and support system Officer
1.S ' . Salvacion C. Valero, RSW
Submit self for 1.3.Referral for Social Welfare Officer IV
|merVIe:a|\(nand g‘edéﬁo 1_ 9-gal and 10 minutes Jemma N. Arangote, RSW
PR it Social Welfare Officer |
Intervention
LAAssicl Sl in WCPD/ PAO/ Provincial Prosecutor's Office
filing the case (case to 1 day
case)
1.5.Data Gathering None 1 day
2.1.Case Assessment 1 days
2.2 .Prepare Social
Case Study Report for
2.Ansyver : submission to any 2aays Lilia J. Plameras, RSW
Questionnare concerned institution Municipal Social Welfare and Development
2.3.Facilitate case 1 hour ‘ Officer
conference Salvacion C. Valero, RSW
> . - 30 minutes Social Welfare Officer IV
3 Participate in the | 3.1.Case Intervention
nference 3.2.Conduct Jemma N. Arangote, RSW
:anze p?gnning monitoring and as needed Social Welfare Officer |
process supervision
4 Attend court ﬁ-1 _Attegd oot as needed
heari earing
ngs Nodie 5 days, 2 hours and
TOTAL




¢. Day Care Program Enrolment (Pre
provide for the holistic needs of young children from ag

-Schoolers 2.11 - 4.11 Years Old)

& two to four years old and promote their opti lo
ok T 2 — _ ptimum growth and development.
omce. or wasion. O_fﬁce of the Municipal Social Welfare and Development .
Classification: Simple
| Type of Transaction: | G2C - Government to Citizen
Who may avail: Children Aged 2.11-4.11 Years OId
_ CHECKLIST REQUIREMENTS WHERE TO SECURE
Birth Certificate (1 Photocopy) . Municipal Civil Registrar
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME UNIT / DIVISION / PERSON RESPONSIBLE
1.Inquire at Child 1.1.Interview the
Development Center for parents of pre-school 20 minutes
the requirements children
2.1.Gather data and
2.Submit complete prepare masterlist of 1 da
required documents children ages 3 to 4 y
years old
3.1.Enrol &
accomplish up child Consuelo Q. Bantolo
information sheet and ) Care Worker |l
submission of child 30 minutes E::.:ranza B. Ramirez
documents (Birth Day Care Worker ||
certificate & Health None Rowena P. Dagumanpan
Card) 5 : Day Care Worker I
_ 3.2.Conduct session & Child Development Workers in their respective
3.Bring the pre-schoolers to the pre-school 3 hours Centers s
to the Child Development children (3_4 years
Centers old
3.3.Conduct feeding
and weighing of ‘
children enrolled in 30 minutes
Day Care -
3.4.Monitor of heig .
and weight of pre- 30 minutes
schoolers =
P 1 day 1 hour & 53

minutes




D. Issuance of Certificate of Indigency

i li the needs of ient i i :
this is to facilitate the client in accessing assistance from any charitable institution certifying the client that belongs to the indigent

family.

roffice or Division:

Office of the Municipal Social Welfare and Development

| —

Simple

Classification:
Type of Transaction:

G2C - Government to Citizen

"Who may avail:

Indigent Individual From Municigalitg of Patnongon

CHECKLIST REQUIREMENTS

WHERE TO SECURE

2.Valid ID (1 Photocopy)

3. Referral Letter from concerned agency (optional) (1 Original)

1, Certificate of Indigency from the Punong Barangay where the client resides (1 ‘Original)

Office of the Punong Barangay
Any Issuing Government Agency
Concerned Agency

5.Receive and Sign in
the Logbook

Certificate of Indigency

CLIENT STEPS AGENCY ACTION | FEES TO BE PAID | PROCESSING TIME | UNIT / DIVISION / PERSON RESPONSIBLE
1.Inquire/ask about . .
requirements to avail ;%I?;eir::ew;ér;e Glient 10 minutes Jemma N. Arangote, RSW
certificate of Indigency = Social Welfare Officer |
2 Submit it 2.Review and check Lerma C. Acupan
i ki requirements as to 3 minutes Day Care Worker |
o completeness of data = =5
- lia J. Plameras,
. LN B S Php 50.00 30 minutes Municipal Social Welfare Development Office
3.Submit for personal (Exempt NHTS, Salvacion C. Valero, RSW
interview 3.2.Conduct 4P’s, SOCPEN) _ Social Welfare Officer IV
Assessment and data 30 minutes Jemma N. Arangote, RSW
validation Social Welfare Officer |
4.Secure Official 4.1.Receive and check 5 Minutes JeSmm_a N. Arangote, RSW
: o : ocial Welfare Officer |
Receipt from the Official Receipt LeinEiE EEEn
Municipal Treasurer’s t 5 Minutes . P
: 4.2.Prepare documen Day Care Worker |
Office . Lilia J. Plameras, RSW
4.3.Sign Document Municipal Social Welfare Development Officer
Jemma N. Arangote, RSW
'5.Release the 5 minutes Social Welfare Officer |

Lerma C. Acupan
Day Care Worker |

Php 50.00
(Exempt NHTS,
4P’s, SOCPEN)

1 hour and 30
minutes




£, lssuance of Person with Disability Identifi
'pe, RA Republic Act 9442 known as Magna Carta for Perso
self-reliance of disabled persons and their integration int
government to facilitate the integration of persons with disab

cation Card (ID) with Corresponding Purchase Booklet

ns W.ith Disability stated that the state provide the rehabilitation, self-development
O mainstream of society and for other purposes. It is the main concem of the

. . ility into the mainstream of society and to advocate and encourage respect and
recognizes their role to community development.

"Office or Division: Office of the Municipal Social Welfare and Development

“Classification: Simple

E’Ef_ Transaction: G2C - Government to Citizen

Who may avail: Persons With Disabilities (PWD)

- CHECKLIST REQUIREMENTS WHERE TO SECURE

~1.0ne copy of any of the following documents:
Birth Certificate (1 Photocopy)

Office of the Municipal Civil Registrar
Medical Certificate (1 Original)

Physician/Hospital/Clinic where the client went for

valid ID (Voter's ID, Phil Health ID, SSS ID, Company ID) (1 Photocopy) consultation
2.1 x 1 picture of the applicant (2 Copies) Agency /Company anoemed
3.Accomplished Application Form (1 Original) - Persons With Disability Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME UNIT / DIVISION / PERSON RESPONSIBLE
1.Inquire/ask about 1.1.Entertain client asking Y
requirements to avail for requirements
PWD ID and 1.2.Provide checklist of % mirudies Consuelo Q. Bantolo
Purchase Booklet requirements Day Care Worker I/ PDAO
2.1.Review the submitted ————
documents
2.2.Prepare the ” Consuelo Q. Bantolo
Identification Card & 30 minutes Day Care Worker Il/ PDAO
Booklet
2.Submit complete - Consuelo Q. Bantolo
. Day Care Worker Il/ PDAO
required documents ] _ _ . Lilia J. PLameras
2.3.Sign the Identification 5 minutes Munici . :
Card & Booklet unicipal Social Welfare Development Officer
Evohn Nee B. Baldestamon
Municipal Mayor
; Consuelo Q. Bantolo
24 Hpcoml AR ARlnsies Day Care Worker I/ PDAO
i oy 3.1.Release the - Consuelo Q. Bantolo
the Logmeon 0™ | Identifcation Card & ——— Day Care Worker I/ PDAO
TOTAL Booklet None 1 Hour and 12 Minutes




f, Issuance of Senior Citizen Identification Card (ID) with Corresponding Purchase Booklet

r RA Republic Act 9994 known as AN ACT GRANTING ADDITIONAL BENEFITS AND PRIVILEGES TO SENIOR CITIZENS, FURTHER
AMeNDlNG REPUBLIC ACT NO. 7432, AS AMENDED, OTHERWISE KNOWN AS “AN ACT TO MAXIMIZE THE CONTRIBUTION OF SENIOR
CITIZENS TO NATION BUl!_DING, GRANT BEN EFITS AND SPECIAL PRIVILEGES AND FOR OTHER PURPOSES' declares that it is the duty
of the family to take care of its elderly members while the State may design programs of social security for them.

Dffice or Division: Office of the Municipal Social Welfare and Development
"Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: Senior Citizen (60 & Above
CHECKLIST of REQUIREMI

1. Any of the following documents:
Birth Certificate (1 Photocopy)
Baptismal Certificate (1 Photocopy)
Joint Affidavit (1 Photocopy)
Voter's Identification Card (ID) (1 Photocopy)

2. 1 x 1 picture of the applicant (2 copies)

3. Accomplished Application Form (1 Original Copy)

Municipal Civil Registrar's Office
Parish / Church
Office of the Sangguniang Bayan
Commission on Elections

SQnia Citizen's Office

4. CEDULA (1 Original Copy) _
_CLIENT STEPS _ AGENCY ACTION
g
1.Inquire/ask about ;‘;k'iﬁgtg:am e
requirements to avail requirements 10 minutes
l§ﬁ'r‘(';’ C'“ée“ILD and [ Provide checklist |
ase Booklet of requirements Marieta A. Vaide
2.1Review the _ Day Care Worker I
submitted 10 minutes Salvacion Valero
documents Social Weifare Officer IV
2,2Prppar_e ine d & ok 10 minutes
2.Suprnit complete 'Bd ::}::f;ct:atlon o
required documents Evohn Nee B. Baldestamon
. Municipal Ma
2.3. S_ugn the i A6 il Lilia J. Plarnery:;
Identification Car Municipal Social Welfare Development Officer
Booklet Amadeo |. Alvaniz
Office of the Senior Citizen Association Head




/ 2.4.Record the
name of Senior
Citizen who will avail ,
s 5 minutes
th
C:r:jdentuﬂcatlon Marieta A Vaide
— 3.1.Release the Daymc.(e w\zk:ou
3Receive & Signin the | Identification Card _ Social Welfare Officer IV
Logbook and Booklet to the S
applicant
TOTAL e = iRy P ; e s LG, o U S
G. Issuance of Social Case Study Report
Facilitating the needs of cllent through case assessment and diagnosis of the Social Worker for assistance he/she qualiified for.
m«m | Office of the Municipal Social Welfare and Development
Won: - | Complex
Type of Transaction: _ . G2C Government to Citizen

mmavﬂ

(1 Original Co
2 Ceﬂ;ﬁgcate of mgency / Residency / Crisis Situation from the Punong Barangay where the Office of Punong Barangay / MSWDO

client resides and MSWDO if applicable (1 Original Copy)
3.Government Issued ID (1 Photocopy) _
4. ReferralLetter from concerned _20°ncy 1o

1. Inqmrelask about
requirements to 1.Interview the - 10 minutes
i i i their needs
gvt:gy Sgclal Case Client of - i
2.Submit complete | 2.Review and check 3 minutes Municipal Social Welfare Development
required documents | the requirements Officer
3.Submit for 3.Conduct Intake None 1 hour S‘wmﬂigmo;sn\;v
al Interview Interview of client
hours Jemma N. Arangote, RSW
e . Social Welfare Officer |
. Counselling
pric s o] 4 2Validate the data .
A e and case days
\ assessment




/ 4.3.Prepare the
Case Study Report 1 day
4.4.Sign the Case Lilia J. Plameras, RSW
study Report Municipal Social Welfare Development
Officer
/‘,——‘. : 5.1.Release the Jemma N. Arangote
5Receive & Signin | ~ oo Study Report 5 minutes Saocial V\_Ielfare Officer |
the Logbook to Client Salvacion C. Valero
L _ | Social Welfare Officer [V
o _ Minutes

L

H. Issuance of Solo Parent Identification Card (ID)

Pursuant to RA 8972 known as Solo Parents Welfare Act of 2000 to provide be

nefits and privileges to solo parents and their children, Solo Parents

have crucial roles on their family which faces special challenges most of these is economic since they eamed less compare to families with both

arents are present.

Office or Division: T Office of the Municipal Social Welfare and Development

Classification: | Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: Single/Solo Parent -

than one year) (1 Original Copy)

3. Certificate of Contract (If one spouse is
contract - Case to Case basis) (1 Photocopy)

4. Birth Certificate of a minor child (1 Photocopy)
5.1 x 1 picture of the applicant (1 Copy)

1. Death Certificate (of deceased ‘'spouse) (1 Photocopy)
2. Barangay Certification issued by the Punong Barangay

6. Any Valid ID (1 Photocopy)

1.1'.E)niértain client
asking for
requirements

1.Inquire/ask about
requirements to avail

1.2.Provide checklist
of requirements

Solo Parent ID

2.1.Review the

2.Submit complete
submitted documents

required documents

T STEPS AGENCY ACTION | FE

(if separated or abandoned for more

working abroad-should have 2-year continuous

None

UNIT / DIVISION / PERSON Rl

| Municipa! Ciiil Regnstrar
Punong Barangay where the client resides

Concermed Agency
Municipal Civil Registrar

Any Issui

Government Agenc

5 minutes

1 hour

Lerma C. Acupan
Day Care Worker |
Salvacion C. Valero, RSW
Social Welfare Officer IV




/ 2.2 Assess the
qualified beneficiary/ _
isi Salvacion C. Valero, RSW
home visit /collateral 1 day ; '
interview Social Welfare Officer IV
2.3.Prepare SOLO ; Ty g —
PARENT ID 30 minutes Flay Cai WOrEer :
i Lilia J. Plameras, RSW
2.4.Sign the . Municipal Social Welfare Development Office
Identification Card: 20 minutes Evohn Nee B. Baldestamon
Municipal Mayor
2.5.Record the 3 minut Lerma C. Acupan
Identification Card minutes Day Cacre \\,NIorker rl -
3.Receive & Sign in 3.Release the i Salvguon . Valero,
the Logbook Identification Card 5 minutes | Social Welfare Officer IV
: e N 5 1 day 2 hours and 3
TOTAL 0 gn,e_ "~ minutes

. Processing of Aid to Individual in Crisis Situation (AICS)

Financial assistance provided to individual and family who are in need of medical, burial, food, transportation that helped them alleviate from crisis

situation.

 Office or Division: T Office of the Municipal Social Welfare and Development

Classification: : SimpleG T

Typ stion: 1 G2C - Governmen e — 2
T_yp: d;r:;':i?_cuon Disadvantage Individual/Indigent/Individual In Crisis Situation From Municipality Of Patnongon, Antique

~ CHECKLIST REQUIREMENTS

For Medical Assistance' - ot
1.Recommendation or Referral from the Municipal Mayor (1 Original Copy) c
2 Medical Certificate (Physician's Name, Signature, License Number) (1 Original Copy)

3.Certificate of Indigency / Residency / Crisis Si_tuation from the Punong Barangay where the
client resides and MSWDO if applic&\b';a (1 Original Copy)

4.Government Issued ID (1 Photocopy it .

5.Doctor's Prescription/Laboratory Requests (Original, depending on the number of
prescription given)

For Burial Assistance
|_1.Death Certificate (1 Photocopy)

Municipal Mayor’s Office
Physician/Hospital/Clinic where the client went
for consultation
Office of Punong Barangay / Municipal Social
Welfare and Development Office
Issuing Government Agency
Municipal Health
Office/Physician/Hospital/Clinic where the
client went for consultation

Municipal Civil Registrar




2
Copy)

special Cases

5 Government Issued 1D (1 Photocopy)
4 Funeral Contract (1 Original Copy)

Certiicate of Indigency from the Punong Barangay where the client resides (1 Original

1.Certification from the Municipal Social Welfare Officer (if applicable) (1 Original Copy)
2 Blotter Report from the Philippine National Police (if required) (1 Photocopy)
3.Government Issued ID (1 Photocopy)
4 Medical Certificate (1 Original Copy)

— AGENCY ACTION

Office of the Punong Barangay

Issuing Government Agency
Funeral Homes where the service has been
obtained

Municipal Social Welfare and Development
Office
Philippine National Police
Issuing Government Agency
MHO/Physician/Hospital/Clinic where the client

' 1.1.Interview the client e

1.Inquire/ask to determine the
about assistance needed
requirements to 1.2.Provide the
avail AICS checklist of
requirements
gégz?entgt 2.1.Review the
sl completeness of
requn submitted documents
documents
3.1.Administer Intake
Interview
3.2 Validate & Assess
data
3.3.Conduct
5 Provids Counselling
personal data 3.4.Prepare the
documents:
3.5. Sign the
documents

3.6. Submit for
approval of the

None

went for consultation _ _
[ PROCESSING TiM ION / RESPONSIBLE
10 minutes
2 minutes
Renelyn E. Vegafria
Day Care Worker |
5 minutes
10 minutes
1 day Lilia J. Plameras, RSW
Municipal Social Welfare and Development
Office
1 Hour Salvacion C. Valero, RSW
Social Welfare Officer IV
15 ilitiiae Renelyn E. Vegafria
Day Care Worker |
N Lilia J. Plameras, RSW
5 minutes Municipal SociaI‘Wetfare Development Office
Salvacion C. Valero, RSW
Social Welfare Officer IV
5 minutes Renelyn E. Vegafria

Day Care Worker |




Certificate of Eligibility
to the Municipal Mayor

3.7. Prepare Voucher
and supporting : Renelyn E. Vegafria
documents Hoimintites Day Care Worker |
3.8. Review and Sign ili

. Lilia J. Plameras, RSW
documents., 2 minutes Municipal Social Welfare Development Office
3.9. Submit documents ) Renelyn E. Vegafria
to the Budget Office 2 minutes Day Care Worker |
4. Inform client for the . Renelyn E. Vegafria
release of assistance 5 minutes Day Care Worker |
4. Log the name of

client/s who availed of

4. Sign logbook Renelyn E. Vegafria

the Financial 1 minute Day Care Worker |
Assistance
X : 1 day 2 Hours and
TOTAL None 12 minutes

J.SPECIAL CASES - Children in Conflict with the Law (CICL) / Children at Risk (RA9344) & Children
in Need of Special Protection (CNSP) RA 7610

Local government units are mandated by virtue of RA 9344, otherwise known as the “Juvenile Justice and Welfare Act of 2006” as amended by _RA
10830 (An Act Strengthening the Juvenile Justice System) The frontline services to address and cater the CAR and CICL are the barangay officials
particularly the BCPC, the MSWDO through their Children’s Desk and the PNP Women and Children’s Desk. Pursuant to RA 7610 Known as “An
Act for Stronger Deterrence and Special Protection Against Child Abuse, Exploitation and Discrimination”; That the state provide special protection
to children from all forms of abuse, neglect, cruelty, exploitation and discrimination and other conditions prejudicial to their development and the best
interest of children shall be the paramount consideration in all actions conceming them.

Office or Division: Office of the Municipal Social Welfare and Development

Classification: Complex _

Type of Transaction: G2C - Government to Citizen _ . .

Who may avail: Children In Conflict with the Law / Children At Risk & Children in Need of Special Protection
CHECKLIST REQUIREMENTS

WHERE TO SECURE
Birth Certificate (Proof that client is a minor) (1 Photocopy)

_ . Municipal Civil Registrar
Referral from Women and Children's Protection Desk / Police Blotter Report (case to case basis) Philippine National Police
(1 Original Copy)




10 minutes

~CLENT STEPS | AGENCY ACTION FEES TO BE
ORI 1.1 Conduct interyiew fo PAID PROCESSING TIME [ UNIT / DIVISION / PERSON RESPONSIBLE
referred client 30 minutes
1.2.Conduct counselling
1. Submit self for to client and support 1 hour
interview and system
counselling 1.3.Issue Referral for
Medico Legal and 10 minutes
Psychiatric Intervention
1.4.Gather Data 3 days
2.1.Conduct Case
Assessment 2 days
2.2.Prepare Social Lilia J. Plameras, RSW
2. Answer Case Study Report for Nona Municipal Social Welfare Development Office
questionnaire submission to 2 davs
prosecutor’s office or y Salvacion C. Valero, RSW
any concerned Social Welfare Officer IV
institution
3.1.Facilitate case 1 b Jemma N. Arangote, RSW
3. Particinate in conference Social Welfare Officer |
e Casep 3.2 Facilitate R
conference and Prepa.f?“c‘.” . minutes
planning process rehabilitation plaq _
3.3.Conduct monitoring as needed
and supervision
4. Attend court 4.1.Attend court as needed
hearings hearings
TOTAL Nohe 7 days, 3 hours and




