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Republic of the Philippines
Province of Davao Occidental
MUNICIPALITY OF MALITA

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
CITIZEN’S CHARTER

MANDATE

1. Formulate measures, develop plans and strategies, provide technical assistance, and ensure the delivery of basic services and provision of adequate facilities
relative to social welfare and development services.

2. Identify the basic needs of the needy and disadvantaged and develop and implement appropriate measures to alleviate their problems and improve their living
conditions.

3. Provide relief and appropriate crisis intervention for victims of abuse and exploitation and recommend appropriate measures to deter further abuse and
exploitation.

4. Facilitate the implementation of social welfare and development programs for children and youth, women, disabled, elderly, and disadvantaged
families/groups/ communities.

5. Be in the frontline of service delivery, particularly those which have to do with the immediate relief during and assistance in the aftermath of man-made and
natural disaster and natural calamities.

6. Coordinate with government agencies and non-governmental organizations for the promotion and protection of all needy, disadvantaged groups, or individuals,
families and communities.

7. Implement Special Protection Projects/Programs of the DSWD.
8. Exercise such other powers and perform other functions and duties as may be prescribed by law or ordinance.

Vision
A society where the poor, vulnerable and disadvantaged individuals, families and communities are empowered and improved quality of life.

Mission
To provide social protection and promote the rights and welfare of the poor, vulnerable and the disadvantaged individual, family and community to contribute to

poverty alleviation and empowerment through Social Welfare and Development (SWD) policies, program, projects and services implemented with or through LGUs,
NGOs, POs, GOs, and other member of the civil society.

Goal
Setting up and enforcement of Social Welfare and Development standards to protect the rights of the poor and the disadvantaged to quality services.
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FUNCTIONAL CHART

MUNICIPAL SOCIAL WERLFARE AND DEVELOPMENT OFFICER

1.Formutate measures for the approval of the sangguiian and provide technical assistance and support ty the mayor, as the case maybe, in carrying oul measures lo endura the delivery of basic services and
provisions of adequate facilifies relative to social welfare and davelopment services as provided in focal cade of 1991,

2. Devetop plans and strategles and upon approval thoreof by tha mayor. as the case mayba. implement the some panticulady those which have 1o do with soc al welare prograums and projects which the mayor is
empawerad ta implemant and whech the sanggunian is empowerad to provide for under the local code. In addition to the foregoing duties, 1he sociat wolfare and davetopmant officar shall

Adentity the basic needs of the naady, the ged and the ani develop and implement appropriate measures 1o alleviate hn i1 ond imp: thesir living

4. Provide retiel and approprinte critis intervention for victims of abuse and and for furiher i

5. Assist the mayor, as the case may boe, in implomenting tho barangay lavet program for the total develop menl and pmmclmn of chitdran;

6. Facilitate the of weifare {or the disabled. e'derly, and victims of drug addiction, the of
activitles which would eliminate or minimize the il-effects of poverty:

7.inltiate and suppor children and )ou\h wetfare programs that wift enhance the rola of the chitdren and youth in nation-building;
7.1. Recommend (o the sanggunian and 1o the mayor on aif other matters related o social welfare and development services which will improve the livelinood and living conditions of the inhabitants: and
7.2. Exercise such other powers and performs such other duties am! functions as may be prescrbed by law of ordinance;

and parolees. the pravention of juvent'a detinquency and such other

8.C with g and non- which have for their purpose the and tho p of alt needy, d f, underp; of i groups
of Individuals, pmlicuml!y those idh fied to b and bigh-risk ta abusa and neglect;
8.1, Be in the fronthne or service Gelivery, particutarly thogse which have to do with immediate relief during and i inthe of de and nalural disaster and naturat catamities)

8.2, Recommend to the sanggunizn and advice the mayor, as the case may be, on alt other matters related to sociat wellare.

OPERATION AND PROGRAMS DIVISION
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Chitdren and
Youth Wetfare

1. Pretaction: Ensudng tha
safety and protection of
chidron and young people
{rem abuse, neglected,
explottation, and other
forms of hatm

2.Education; Prumating
accnss to quality education
and pducatianal
opportunites for chidren
and young people, easunng
thait right to fear and
devetop their skity

3 Hoalth nad Rulrition,

Enruring access to

heolthtare genvices

promoting heathy Wostyles,
amd addressing the
nutritionat neads of chidean
an youngy peopls,

Bocial ond Emational

Support: Providing

counseling, mantonng sod

suppoit senvices 1o help
chitdran and young prople
<ope with ehatleangas,
develop rasEonco, and
buikt positiva relationships.

Arvocacy, Advecating for

the fights and welt-baing of

chitdun and yuung people,

raising awalensss ol

theit naads, And influencieg

polcies and programs that

aftect thelr kves.

. Forler Care and Adoplion:
Facitoting foster cure
placamants and adoption
procets for chitdimn andg
young people who nre
unable 1o kvo with their
bic'ogical famities

7.Reureation and Lelsure!
Promating opportunitios foc
chitiren and young peoplo
to engaga In seernational
actvitias, sposta, asts, and
cutural ovents o erhancs
heir social and personal
development

8. Ratubitdation and
Ruintegraton: Supporting
chitdeen and young people
who have expericnced
trauma, violence, of
invalvement in harmful
behaviors (o reintegrale ink
society and tesd proditive
Hves.

9 Collaboration and
Networking: Coliabetating
with other Elakeholders,
ncudwng goverment
agencing. NG
cormunty HrQRNiZAtions,
andt lamies, 16 cooadinate
affeits and maources for
\he yrstlbing of chidon
and young people.

=

s

Enrly Chilghood Core
& Dovelopment
(ecco)

1. Proyisag Eerly Chidthooa
Edvcatica ECCD programs
it 16 provide qualty
education and devitopmont
cppoauniios 10 ehidren from
birt 1o 8 years o, Thia
inchutes proschoot educatan
firnergaitsn, #nd oihee eatly
0arring experiences

2 Cn’mmq Hotisbe

prvent ECCD facusses

omationad, and languags
daveicpment. f sims to
provita a wel-tounded
edunation that geapares
chdian foc fulure leaining snd
success,

3.Promatirg Health ard
HNutiton: ECCD programs
often inchudo health ard
RULIEON COMPOnents &
wrisues tha vtk being of
chine. This may inchuts
Frovisng nolitious mRals.
conductiag Fealth screenngs,
and promating Kealthy hatits.

4. Supportag Parenting
Education: ECCO recognizes
the ingontanca of parentat
tovotiement in a cird’s
deelopmoent, i provides
support and tesourcas 1or
parents o enhance their
parsatng skits and ceeatn 3
nustiting eovioomont for theic
chidmn,

5 Facttatng Play srd Learicg
ECCTD omphasizes the
I oranca of pay in a chid's
fearming and davaropmant.
MORERS Aga-ARDISRNAte ftity
naerials, activities, and
wprironments that streolate
chidren's cutloshy, creativty.
gne problam- solving skitts

& Collabozating with
Stakeholdets: ECCH
sograms colaborath wit
vitr ous elakeholders, muuq ngy
parerts, educators, hestihy
professionats, und cominunty
organizations. This
colabototion eNSWEs & KUHstic
apraart o chitsd davetoprment
anu crsates o sugportie
neteotk for the chikdien and
the ¢ famities.

7.0 wating and Evaluation:
ECCO programs conduct
1egutar monitoring and
rvataton 1o 855085 Iha
elfectiveness of Iheis
ntcrventions. This heips
iderntity areas or umprovement
and ensures the quatty of
snrdees provided

Womon and Famity Weltaro

1.Suppont for Tamies: Providing
Boppon and s5sislancs to
famis

e in need. sUCh as
frrancisl A, nousing
BsEsBlance. and a0eess 10
hepitheare Scivicos.

2 Paroatmng Education: Offering

parenting eifucation pronrams.

s fasoiuias 1o helfy parents

duvelen electivo parentiog

skits, improve fam

Gymavmics, and procnots

positiva chid daveopment.

Dsrestic Violancs Fravintion

arat tatervintea:

lm;»emnr!—m; programs and

10 prevent domestc

ko, 10 aareneS
abont its lmpact, and provide
sppad and protection tor
srvivors,

Women's Eropuwermant

Promoting gender equatity and

empowering women Heough

edugaticn, skits traning. and
ofponuNtios to

Crbanca el cockad ond

econom: stalus.

Maternal and Chiéd Health:

Ensuring access to quasty

healtheare services for women

dunng pregnancy, chidbinh,
arid postpartum poriod, s woll
a5 promoting <tk health and

o

IS

@

wil-being.
6.Logat Suppon: Pmndng) togat
sLppont and sdvoccy for
women ond famiics, iscuding
atsstance wih mattars such
an divoree, tustody, sod
prtecton orers
7.Counselting and Suppost
Seevites: Offering counseting.
Support groups, and mental
hoalih servicis 1o adoiass the
wrnationid and psychetogical
s of woosen ad famdes
8 Avrenass and Education
Contutt avareness
rempaigns and educationl
PIOEAMS 10 promte grader
ety Women's tghts, and
hesdthy famdy retatonsivys
G Chitdeaare and Earty Chiddhot
Ouvelopment: Suppotting the
avaitandity of atfordable end
qualdy chiicare cervices. as
Welt 5 promosing catty
chidhnou davelopenent
sogrums 101 young chidien
10 Pesicy Duvelopment snd
Ardvocacy: Advocating for
pelickes and logistation that
protect tha rights and welfare
of famifes and women, and
Wirkingg e angs LHEAIng A
sppltive and e
sccty.

Dizaster Response &
Rahabititation

1.Disaster Retiof

2 Rehabiation Service

3. Dusaster MLigation

4. Detvery of foisd and
commindtas W (he &vacuaton
ranter

6. Provision of ESA (Emetgency
Shelted Assistance) ta famiics
Ve have been sovarely o
xsw Hanvsged

Crisis tntervention Unit
(€

1 Rupid Respanss: Being
avaitoble 2457 to reopond
tromplly fo ctisis Situations,

ceburats in

Community
Wellare/Pactnecship

« Community necds
Assessmen

« Program Development

Ity ,

ensur
Histryss mogies immedate

2 Assessment and Triag
Conducting aseessments 1o
determino the severity and
urgancy of the erisks,

.t

1 hosk saveruty e
ostire 10 individuats nr

emotionady ond
(syehslogealy depressed by
Tho Bissster,

nagemant

Y
9. knk-(-jeu-cy Feeding

10, Temporary Sheiter
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12 Food-for \’-‘o:L’Emcl;;cn-.y
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14 Supplementsl Fecaing

15. Uisaster Managoment
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18.Fasaqato Camp Management

based on the fevel of 5z
and

3 Crisss Counselng
Providing ¢risis counseing
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indinidnats @xperencing a
crisia, Iiefpng thain copa
vith thusir emotions, (educs
distiess, ond rcq n 3
sen3a of stabiy.

4 Safoty Planning
Collabarating with
ndividuats in chshs o
deveiop salely plass the
address knmediaa safuly
concerns wnd provioe
sttatogias for managing the

crisis
6 Criss Management

S —

sirategies
wnd lterventions (o
managa ke ciss stustion
effoatively, ensunng the
satety of individuals
involied wnd minamising
potenti harm

§ Refetral and Resourcs
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PROCESS FLOW

. Early Childhood Care and Development (ECCD)

Day Care Enroliment

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Children ages 2-4 years old

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Parent's Consent

Provided by the Child Development Worker

Birth Certificate

Provided by the client

Intake form Provided by the Child Development Worker
CDC/Child Development Checklist Provided by the Child Development Worker
Weight Record Provided by the client/or Barangay Nutrition Scholar (BNS)
# CLIENT STEPS OFFICE ACTIONS | FEES TO BE PAID | PROCESSING TIME REIS:E:g(S)IELE
1 Ssgglzr;rr?:gtexsrigg n(?\rc:cle(ti for possible None 20-30 minutes C%%i:ﬁgg\r}qv?nt
admission of the child in the child
development center.
. Child Development
Child Development Parents attend 2 1 Conduct Parent's
2 | program orientation and election of " orientatt None 2-3 hours Worker (CDW)/
officers. rientation MSWD Personnel
Child Development Parents send their 3.1 Conduct daily Child Development
. : . . : 3 hours/day (Monday-
3 | children to their respective Child class session to None . Work
: Friday) orker
Development Center. daycare children




4.1 Monitoring,
assessment and
Evaluation of child’s
performance

None

Variable

Child Development
Worker/ MSWD
Personnel

2. Child and Youth Welfare Program

2.1 Availing of Care and Protection for Children under Difficult Circumstances

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Highly technical

Type of Transaction:

G2C,G2G

Who may avail:

Street children, abandoned or neglected children, physically-abused

children, sexually-abused children, victims of rape, incest and sets of

lasciviousness , emotionally abused children, and etc.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Birth Certificate

Provided by the client (if necessary)

certificate (if necessary)

1 CLIENT FEES TO BE PROCESSING
STEPS OFFICE ACTIONS PAID TIME RESPONSIBLE TIME
1 | Approaches /| 1.1 Interview the client and the parents/ or guardian None 1-2 hours Social worker
reports the
incident to the | 1.2 Coordinate with Women and Children Protection None Variable Social worker, WCPD
social worker | Desk (WCPD) for legal action. officer
1.3 Coordinate with the MHO for physical None Variable Social worker, Municipal
examination Health Officer (MHO)
1.4 Coordinate with the LCR for the child’s birth None Variable Social worker, LCR

officer




1.5 Conduct Case conference/counselling None Variable Social worker, WCPD
officer
1.6 Coordinate with the Barangay Council for the None Variable Social worker, Barangay
Protection of Children (BCPC) (if necessary) council
1.7 File the case in collaboration with the WCPD and None Variable Social worker, WCPD
the client and family. officer
1.8 Attend court hearings until the perpetrator is None Variable Social worker, WCPD
convicted. officer
. Women, Family and Community Welfare Program

3.1 Implementation of Anti- Violence Against Women and Their Children (VAWC) or R.A 9262

Office or Division: Municipal Social Welfare and Development Office

Classification: Simple highly technical

Type of Transaction: G2C, G2G

Who may avail: Battered Women, Rape Victim, Victims of involuntary prostitution,

Maltreated women, Woman who are emotionally disturbed, Solo
Parent, Drug dependents/ Person with used of drugs, Rebel
returnees and etc.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Medical Certification (if necessary) Attending Physician/Hospital
Birth Certificate (if necessary) Provided by the client

Marriage Certificate (if necessary) Provided by the client




convicted.

CLIENT FEES TO PROCESSING
# STEPS OFFICE ACTIONS BE PAID TIME RESPONSIBLE TIME
1 Approaches/R | 1.1 Interview the client None 30 minutes- 1 hour Social worker

eports the

incident to the | 1.2 Coordinate with WCPD for legal action. None Variable Social worker, WCFPD officer

MSWD

personnel/Soc | 1.3 Coordinate with the MHO for physical None Variable Social worker, WCPD officer

ial worker. examination
1.4 Conduct Case conference/counselling None Variable Social worker, MHO officer
1.5 Coordinate with the Barangay VAWC Focal (if| None Variable Social worker, WCPD officer
necessary)
1.6 File the case in collaboration with the WCPD and None Variable Social worker, Barangay
the client (if necessary) VAWC focal
1.7 Attend court hearings until the perpetrator is None Variable Social worker, WCPD officer

3.2 Issuance of Identification Card (ID) for Solo Parents

Office or Division: Municipal Social Weilfare and Development Office
Classification: Simple

Type of Transaction: G2C

Who may avail: Solo Parent

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Surrender Solo Parent ID (for old applicants)

Provided by the client

Photocopy of Birth Certificate if Child/Children 21 years old and below.

Provided by the client

Photocopy of Annulment Certificate (If necessary)

Provided by the client

conviction)

Photocopy of Court Certificate if the spouse is convicted (at least 1 year of

Provided by the client




Photocopy of Death Certificate (for death spouse)

Provided by the client

Original copy of Barangay Certification as proof of residency

Barangay Local Government Unit (BLGU)

Photocopy of Cedula during the present year.

Barangay Local Government Unit (BLGU)

#
FEES TO PROCESSING RESPONSIBLE
CLIENT STEPS OFFICE ACTIONS BE PAID TIME TIME
1 | Client 1.1 Client being interviewed by the MSWD staff based on None 15-20 minutes MSWD staff
approaches and the Solo Parent Intake Form
submits the
complete 1.2 Check and review the completeness & verify the None 10-15 minutes MSWD staff
requirements as submitted requirements with the client.
stated in the
MSWD checklist. | 1.3 Assessment/Evaluation/Recommendation by the None Variable Focal Person
MSWD Officer if the client is qualified for the services
based on the Solo Parent Act.
2 | Waits for the 2.1 The Focal person will prepare the requested None 10-15 minutes Focal Person
requested Identification card.
document/s.
2.2 The client will be informed of the release of their
requested identification card. None Variable Focal Person
3 | If granted, 3.1 Release the requested Identification card and record None 5-10 minutes MSWD staff
receives the the document on the logbook with the client’s signature.
Identification

card, and signs
the logbook.




4. Crisis Intervention/Assistance to Individual in Crisis Situation

4.1 Availment of Medical Assistance

Office or Division: Municipal Social Welfare and Development Office

Classification: Highly Technical

Type of Transaction: G2C, G2G

Who may avail: The beneficiaries of the program shall be any constituent of the local
government who sought assistance directly or are referred to the
MSWDO. Priority shall be given to families who are indigent,
vulnerable and disadvantaged or those in the informal sector and
others who are in crisis situations based on the assessment of the

Social Workers.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original and photocopies of Barangay Certification Barangay Local Government Unit

Photocopies of the Cedula from the current year Barangay Local Government Unit

Photocopies of the valid 1.D of the claimant Provided by the client

Original and photocopy of Medical Certificate Attending Physician/Hospital

Prescription from the Physician Attending Physician

FEES TO BE PROCESSING RESPONSIBLE
CLIENT STEPS OFFICE ACTIONS PAID TIME TIME
Submits the 1.1Client being interviewed by the MSWD staff None 15-20 minutes MSWD staff
complete based on the Intake Form.
requirements as
stated in the 1.2Check and review the completeness & verify None 10-15 minutes MSWD staff
MSWD office the submitted requirements with the client.
checklist




1.3 Assessment/Evaluation/Recommendation

the Focal Person if the client is qualified for the

by None Variable Focal Person

Assistance and
signs the record
book.

services.
1.4 The MSWD staff will process the request. None Variable MSWD staff
1.5 Approval of the MSWD officer None Variable MSWD officer
1.6 Clients will be contacted once the Assistance is None Variable MSWD staff
already available.
2 | If granted, 2.1 Release the Medical Assistance and record the None 15-20 minutes MSWD staff
receives the released assistance with the client’s signature.
Medical

4.2 Availment of Burial Assistance

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Highly technical

Type of Transaction:

G2C

Who may avail:

The beneficiaries of the program shall be any constituent of the local
government who sought assistance directly or are referred to the
MSWDO. Priority shall be given to families who are indigent,
vulnerable and disadvantaged or those in the informal sector and
others who are in crisis situations based on the assessment of the
Social Workers.




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Original and photocopies of Barangay Certification (Claimant)

Barangay Local Government Unit

Photocopies of the Cedula from the current year (Claimant)

Barangay Local Government Unit

Photocopies of the valid 1.D of the claimant

Provided by the client

Original and photocopy of Death Certificate

Provided by the client

FEES TO BE PROCESSING RESPONSIBLE
CLIENT STEPS OFFICE ACTIONS PAID TIME TIVIE
Submits the 1.1 Client being interviewed by the MSWD staff None 15-20 minutes MSWD staff
complete based on the Intake Form.
requirements as
stated on the 1.2 Check and review the completeness & verify None 10-15 minutes MSWD staff
checklist to the the submitted requirements with the client.
MSWD office
1.3 Assessment/Evaluation/Recommendation by None Variable Focal Person
the Focal Person if the client is qualified for the
services.
1.4 The MSWD staff will process the request. None Variable MSWD staff
1.5 Approval of the MSWD Officer None Variable MSWD staff
1.6 Clients will be contacted once the assistance is None Variable MSWD staff
already available.
If granted, 2.1 Release the Burial Assistance and record the None 15-20 minutes MSWD staff
receives the released assistance with the client’s signature.
Burial Assistance
and signs the
record book.




4.3 Availment of Food and Non Food items

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Highly technical

Type of Transaction:

G2C, G2G

Who may avail:

The beneficiaries of the program shall be any constituent of the local
government who sought assistance directly or are referred to the
MSWDO. Priority shall be given to families who are indigent,
vulnerable and disadvantaged or those in the informal sector and
others who are in crisis situations based on the assessment of the

Social Workers.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Original and photocopies of Barangay Certification (Claimant)

Barangay Local Government Unit

Photocopies of the Cedula from the current year (Claimant)

Barangay Local Government Unit

Photocopies of the valid I.D of the claimant

Provided by the client

# | CLIENT STEPS OFFICE ACTIONS FEES TO BE PROCESSING RESPONSIBLE
PAID TIME TIME
1 | Submits the 1.1 Client being interviewed by the MSWD staff None 15-20 minutes MSWD staff
complete based on the Intake Form.
requirements as
stated on the 1.2 Check and review the completeness & verify None 10-15 minutes MSWD staff
checklist to the the submitted requirements with the client.
MSWD office
1.4 Assessment/Evaluation/Recommendation by None 5-10 minutes Focal Person
the Focal Person if the client is qualified for the
services.




1.5 The MSWD staff will process the request. None 5-10 minutes MSWD staff
1.5 Approval of the MSWD officer None 5-10 minutes MSWD staff
2 | If granted, 2.1 Release the Food/ Non Food Assistance and None 15-10 minutes MSWD staff

receives the

record the released assistance with the client’s

assistance and
signs the record
book.

signature.

4.4 Availment of Emergency Assistance Program

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Highly technical

Type of Transaction:

G2C

Who may avail:

Individuals or families that are highly affected from a disaster.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Residence Certificate or Barangay Certificate of Indigency

Barangay Local Government Unit

Pictures of damaged/destroyed houses in case of typhoons, floods,
earthquake, and fire.

Cedula of the current year

Valid Identification Card

Provided by the client

Certificate from the Fire Office (if the client is fire victim)

Bureau of Fire and Protection

Medical certificate (if injured)

Attending Physician/Hospital




CLIENT FEES TO PROCESSING RESPONSIBLE
STEPS OFFICE ACTIONS BE PAID TIME TIME
Submits the 1.1 Client being interviewed by the MSWD staff based on None 15-20 minutes MSWD staff

complete the Intake Form.

requirements

as stated on the | 1.2 Check and review the completeness & verify the None 10-15 minutes MSWD staff

checklist to the | submitted requirements with the client.

MSWD office
1.3 Assessment/Evaluation/Recommendation by the Focal None Variable Focal Person
Person if the client is qualified for the services.
1.4 The MSWD staff will process the request. None Variable MSWD staff
1.5 Approval of the MSWD Officer None Variable MSWD Officer
1.6 Clients will be contacted once the assistance is None Variable MSWD staff
already available.

If granted, 2.1 Release the Emergency Assistance and record the None 15-20 minutes MSWD staff

receives the
assistance and
signs the record
book.

released assistance with the client’s signature.




5. Diversion Program for Children in Conflict with the Law (CICL) Child at Risk (CAR)

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Highly technical

Type of Transaction:

G2C

Who may avail:

*A person below 18 years of age who is alleged as, accused of or

adjudge and having committed an offense under Philippine Laws.

*Both the perpetrator and the victim agree to conduct/undergo

diversion program

*The care will be brought to proper court if no settlement has been
agreed upon.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Referral letter

Sending agency

Endorsement letter/ Court Order

Sending agency

Birth Certificate

Provided by the client

Social Case Study (if necessary)

Social worker

Medical Certificate

Municipal Health Office




Barangay/court hearings (if necessary)

FEES TO PROCESSING RESPONSIBLE
# | CLIENT STEPS OFFICE ACTIONS BE PAID TIME PERSON
1 | Client seeks . MSWQO/SociaI Worker interview the client for None 30 minutes- 1 hour Assigned MSWD
help for their validation/assessment Staff/Social Worker
need of special . MSWDO/Social Worker conduct counseling and None 1hr-2 hrs
protection come-up with agreement for both parents and
child. Variable
. MSWDO/Social Worker conduct home visitation to None
the client.
. MSWDO/Social Worker conducts a diversion None Variable
program in collaboration with the Barangay Local
Government Unit.
. MSWDO/Social Worker refers the child to a None Variable
rehabilitation center if the child is convicted or
drug dependent.
. Conduct Case Management and assist None Variable

6. Issuance of Evaluation and Endorsement of Minors Travelling Abroad for DSWD MTA Clearance and Domestic Travel.

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Highly technical

Type of Transaction:

G2C,G2G

Who may avail:

Minors or children below 18 years old who want to apply for Minors
Travelling Abroad clearance from DSWD and Certificate to Travel
from the MSWD for Domestic Travel.




CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Application form for Minor Travelling Abroad (MTA)

Provided by the client

General Intake sheet (for Domestic travel)

Provided by the MSWD staff

Marriage Certificate of Parents

Provided by the client

Birth certificate of the minor

Provided by the client

Notarized Affidavit of Consent from parents or guardian who is
authorizing a particular person to accompany the child during his/her
travel.

Provided by the client

Notarized Affidavit of Support of Sponsor indicating employment and
salary certified by the employer (for Travel abroad)

Provided by the client

Latest income Tax Return of sponsors (for Travel abroad)

BIR

2 passport size pictures of minor

Provided by the client

Photocopy of passport and Visa of travelling companion (Travel
abroad)

Provided by the client

Affidavit of legitimacy (for legitimate child)

Provided by the client

Barangay certificate of parents/guardians and child’'s companion
(Domestic travel)

Barangay Local Government Unit (BLGU)

Photocopy of Identification card (minor, parents/guardians, and
child’'s companion)

Provided by the client

FEES TO PROCESSING RESPONSIBLE
# | CLIENT STEPS OFFICE ACTIONS BE PAID TIME TIME
1 | Submits the For MTA None 15-20 minutes MSWD staff
complete 1.1 Client being interviewed by the MSWD staff based
requirements as | on the Intake Form
stated in the
MSWD checklist | 1.2 Check and review the completeness & verify the None 10-15 minutes MSWD staff

submitted requirements of the client.

1.3. The MSWDO/Focal Person will contact the DSWD

None

10-15 minutes

MSWD staff




7.

for referral.

1.4 DSWD will facilitate the request of the client. None Variable DSWD staff
For Domestic Travel None 15-30 minutes

1.1 Client being interviewed by the MSWD staff based MSWD staff
on the Intake Form

1.2 Check and review the completeness & verify the None 10-15 minutes MSWD staff
submitted requirements of the client.

1.3 Facilitate the requested documents None 10-15 minutes MSWD staff
1.4 Approval of the MSWD officer None 5-10 minutes MSWD Officer
1.5 Issuance of the Certificate to Travel None 5-10 minutes MSWD staff

Issuance of Certification of Indigency

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Indigent and vulnerable individuals/families

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Certificate of Residency and Indigency

Barangay Local Government Unit (BLGU)

Photocopy of the Valid ldentification Card

Provided by the client




FEES TO PROCESSING RESPONSIBLE

CLIENT STEPS OFFICE ACTIONS BE PAID TIME TIME
Submits the 1.1Client being interviewed by the MSWD staff based on None 15-20 minutes MSWD staff
complete the Intake Form
requirements as
stated in the 1.2Check and review the completeness & verify the None 10-15 minutes MSWD staff
checklist submitted requirements with the client.
Waits for the 2.1 The MSWD staff will prepare the requested None 5-10 minutes MSWD staff
release of certification.
certification.

2.2 The printed certification will be signed by the None 5-10 minutes MSWDO/OIC

MSWDO/or the designated OIC
Receives the 3.1 Release the requested certification and record the None 5-10 minutes MSWD staff
requested document to the logbook with the client’s signature.
certification.

8. Issuance of Social Case Study Report (CSR)

Office or Division:

Municipal Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C, G2G

Who may avail:

Indigent and vulnerable individuals/families

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Medical Certificate

Attending Physician/Hospital

Hospital bill

Attending Physician/Hospital

Barangay Certification

Barangay Local Government Unit (BLGU)




Valid Identification Card

Provided by the client

Cedula

Barangay Local Government Unit (BLGU)

FEES TO PROCESSING RESPONSIBLE
# | CLIENT STEPS OFFICE ACTIONS BE PAID TIME TIVE
1 | Submits the 1.1 Client being interviewed by the MSWD staff based on None 15-20 minutes MSWD staff
complete the Intake Form.
requirements as
stated in the 1.2The Social worker will check and review the None 10-15 minutes Social Worker
checklist completeness & verify the submitted requirements
with the client.
2 | Waits for the 2.1 The Social worker will conduct home visitation and None Variable Social worker
release of validation of data.
certification.
2.2 The Social worker will then prepare and create the None Variable Social Worker
requested Case study report (If needed)
2.3 The client will be informed of the release of their
requested document. None Variable Social Worker
3 | Receives the 3.1 Release the requested document and record the None 5-10 minutes Social Worker

requested
certification.

released document with the client’s signature.




