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MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT

O F F | C E BAGONG PILIPINAS
EXTERNAL SERVICES

SERVICE AID TO INDIVIDUALS / FAMILIES IN CRISIS SITUATION [AICS]
This program serves as the social safety net or a stop-gap mechanism or urgent
) responses that address effects of economic shock, disasters and calamities and
About the Service o ) ) i
other unexpected crisis such as loss of job, illness, death of a family member,
damage to dwelling and other circumstances leading to a crisis situation.
OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

CLASSIFICATION

HIGHLY TECHNICAL

TYPE OF TRANSACTION

G2C

WHO MAY AVAIL

Individuals or families in crisis situations

Requirements:

Where to Secure:

For Medical Assistance: (All applicable supporting documents must be
presented in two copies, 1 original and 1 photocopy)

Brgy. Indigency;
Valid ID

SRR

Medical Certificate; Medical Abstract
Prescription; Updated SOA or hospital bill;
Quotation, official receipts of medical expenses;

Attending Physician; Hospital Clerks

Punong Barangay

For Burial Assistance: (All supporting documents must be presented in two
copies, 1 original and 1 photocopy)

1. Death Certificate;
2. ValidID

3. Barangay Indigency

Local Registrar; or Health Officer

Punong Barangay

For Emergency Shelter Assistance: (All supporting documents must be
presented in two copies, 1 original and 1 photocopy)

1. Proof of Damaged (photo of the house indicating the damage)

2. Brgy. Indigency
3. ValidID

Punong Barangay




For Transportation Assistance: (All supporting documents must be presented

in two copies, 1 original and 1 photocopy)

Valid ID of the client
Certificate of Indigency;

Certificate declaring that the individual is in crisis needing immediate

assistance

Punong Barangay;

Social Worker; MSWDO

For Food Assistance: (All supporting documents must be presented in two

copies, 1 original and 1 photocopy)

1. Valid ID of the Client
2. Certificate of Indigency;

3. Social Worker’s Assessment

CLIENT STEPS

AGENCY ACTION

FEESTO

BE PAID

Punong Barangay

PROCESSING
TIME

PERSON RESPONSIBLE

1. Approach staffand expressthe | 1. Request client to register at the NONE 1 Day Administrative Staff
needed assistance Visitor’s Logbook.
e Conduct initial interview, provides
briefing to the client on the service
2.Submit needed 2. Receive and review requirements NONE 1 Day Administrative Staff
requirements and provide client information on the
processing of assistance and refer
client to the Mayor’s Office for initial
approval of the request
3. Approach staff at the 3. Staff of the Mayor’s Office NONE 1 Day Administrative Staff
Mayor’s Office endorses the client to the LCE
4. Wait for the signal to be 4. LCE receives and reviews the NONE 1 Day LCE
interviewed by the mayor requirements, conduct interview and
affix initial approval on the Certificate
of Indigency
5. Submit approved 5. Conduct intake interview, and NONE 1 Day Administrative Staff
requirements to the MSWD | prepare case findings; Apprise the
office client regarding the processing period
of the assistance (8 working days)
6. Wait for communication 6. Prepare vouchers for the limited NONE 30 Days Administrative Staff
from the office for the financial assistance with the .
release of assistance supporting documents from the client MSWD Officer
and the Certificate of Eligibility from




the MSWD Officer and submit to
concerned offices for the approval
and issuance of check

7.Approach staff and inform 7. Explain client the process of NONE 1 Day Administrative Staff
purpose to withdraw claiming the financial assistance and
assistance accompany client to the MTO

8. Claim financial assistance 8. Request client to affix signature in NONE 1 Day Administrative Staff

the voucher [MTO] and in the
logbooks [MTO & MSWD]

MTO staff

TOTAL

30 Day




SERVICE SELF-EMPLOYMENT ASSISTANCE [SEA]

Provision of additional Financial Capital Assistance to individual/family

About the Service or group with livelihood skills and existing livelihood activity.

OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
CLASSIFICATION HIGHLY TECHNICAL
TYPE OF TRANSACTION G2C
WHO MAY AVAIL Individual/Families with livelihood skills and existing livelihood activity
Requirements: Where to Secure:
e Pro-form of project proposal MSWDO

e Duly accomplished pro-form project proposal
e Duly accomplished project proposal with Mayor’s initial

approval
e Certification for Residency and Good Moral Character Mayor’s Office
o Medical Certificate for food related livelihood project
Barangay Hall
RHU
FEESTOBE @ PROCESSING PERSON
CLIENT STEPS AGENCY ACTION
PAID TIME RESPONSIBLE
1. Approach 1. Request client to register at the NONE 20 minutes Administrative
staff and Visitor’s Logbook Staff
express the
needed
assistance

e Conduct intake interview, provides
briefing to the client on the service,
the requirements needed and make
initial assessment of eligibility

2. Wait worker | 2. Conduct Ocular Survey of the existing | NONE 2 hours Administrative
to conduct micro enterprise of client and get Staff
home visit as background information of the family

per agreed by
client & worker

3. Visit office 3. Provide technical assistance to client NONE 15 minutes Administrative
for the in the preparation of the project Staff
preparation of proposal




project

proposal
4. Submit the 4. Receive and review the submitted NONE 30 minutes Administrative
duly project proposal of client and inform Staff
accomplished client to revise/improve or rewrite for
pro-form the finalization of the proposal.
project
proposal back
to the office
5. Submit 5. Escort client to the Mayor’s Office NONE 10 minutes | Administrative
project Staff
proposal
personally to Client
.th.e.l\/layor for Municipal Mayor
initial approval
6. Submit 6. Receive and prepare other NONE 15 minutes Administrative
project supporting papers of the proposal and Staff
proposal back assist client in affixing his/her signature
to the office
7. Wait for 7. Prepare voucher together with the NONE 8 working Administrative
communication | supporting documents & submit it to days Staff
from the office | the concerned offices for approval &
for the release issuance of check
of capital
assistance
8. Approach 8. Explain client the process of claiming | NONE 5 minutes Administrative
staff andinform | the financial assistance and accompany Staff
purpose to client to the MTO
withdraw Client
assistance Administrative
staff of the MTO
9. Receive 9. Request client to affix signature in 5 minutes Administrative
capital the voucher [MTO] and in the logbooks Staff
assistance [MTO & MSWD]
MTO Staff
MSWD Officer
TOTAL 8 working
days, 3 hrs,

30 mins




SERVICE PRE-MARRIAGE ORIENTATION AND COUNSELING [PMOC]

Counselling/Orientation session conducted to couples applying for

About the Service ) ]
Marriage License
OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
CLASSIFICATION HIGHLY TECHNICAL
TYPE OF TRANSACTION G2C
WHO MAY AVAIL Couples applying for Marriage License
Requirements: Where to Secure:

e Duly Accomplished Application Form for PMC by the would- | MSWDO
be- couple
e Duly Filled-out Marriage Expectation Inventory MSWDO

1. Approach 1. Request client to register at the NONE 30 minutes Administrative
staff and Visitor’s Logbook Staff
express the
needed
assistance 1.1 Conduct intake interview and

provide briefing to the clients on the

service and provide application form for

them to accomplish and to answer the

Marriage Expectation Inventory
2. Fill-up 2. Refer to the MSWDO and the PMOC NONE 5 minutes Administrative
application team on the schedule of the PMOC Staff
form and session
answer MSWD Officer
Marriage
Expectation
Inventory
3. Submit the 3. Receive and review forms and NONE 3 minutes Administrative
forms duly provide clients the schedule of the pre- Staff
accomplished marriage orientation and counseling

session




4. Attend the 4. Four marriage counselors will handle NONE 6 hours and PMOC Team
PMOC session the session (one day for PMC; half-day 45 minutes

for PMO)

Facilitate the attendance sheet to

clients, take photo documentation

during the session and prepare PMOC

Certificate or Certificate of Compliance

based on their age
5. Request 5. Issue PMOC Certificate or Certificate NONE 3 minutes Administrative
PMOC of Compliance to the clients Staff
Certificate

TOTAL 1day, 38

mins




SERVICE CERTIFICATE OF INDIGENCY/FINANCIAL INCAPABILITY

Certificate of Indigency is issued to indigent residents who want to avail
) assistance from other agencies such as scholarship grants, medical,

About the Service . ) ) ) . )
financial, burial and free legal assistance from Public Attorney’s Office
(PAO).

OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

CLASSIFICATION SIMPLE

TYPE OF TRANSACTION G2C

WHO MAY AVAIL

Individual or families with income within poverty threshold

Requirements:

e Certificate of Indigency
e Pmrf _philhealth member registration form

Where to Secure

Barangay Hall

Hospital/philheath ofc

CLIENT STEPS AGENCY ACTION FEESTOBE @ PROCESSING PERSON
PAID TIME RESPONSIBLE

1. Approach staff | 1. Request client to register at the NONE 10 minutes Administrative
and express the Visitor’s Logbook Staff
needed
assistance

¢ Conduct intake interview, provides

briefing to the client on the service,

the requirements needed and make

initial assessment of eligibility
2. Wait for the 2. Endorse client to the MSWDO for NONE 5 mins Administrative
signal to be final assessment Staff
interviewed by
the Social Worker
or MSWDO
3. Approach 3. Social Worker assess client’s NONE 10 minutes MSWD Officer
Social Worker eligibility and provides counseling

service
4. Wait for the 4. Staff prepares Certificate of NONE 5 minutes Administrative
issuance of Indigency or Certificate of Financial Staff
Certificate of Incapability as the case maybe
Indigency from
the office




5. Receive the 5. Issue the Certificate of Indigency NONE 3 minutes Administrative
Certificate of and assist client in affixing his or her Staff
Indigency from signature in the logbook
the Office

TOTAL 33 mins




SERVICE OSCA ID/MEDICINE BOOKLET AND DRY GOODS BOOKLET

About the Service Senior Citizen ID is issued to citizen ages 60 years old and above who
wants to avail of the benefits and privileges under RA No. 9994 such as
20% discount and VAT exemption on drug purchases, medical supplies,
accessories and equipment, medical and dental services in private
facilities, professional fees of attending physicians and licensed health
workers, 20% discount and VAT exemption on domestic transportation
(air, sea & land), 20% discount and VAT exemption in hotels, restaurants,
recreation centers and places of leisure, 20% discount and VAT
exemption of credit card payments and other privileges such as income
tax exemption, exemption from training fees, free medical and dental
services in government facilities, free vaccination for indigent senior
citizens, educational privileges, express lane privileges, 5% discount on
purchase of basic necessities and prime commodities, 5% discount
relative to monthly utilization of water and electricity by households with
senior citizen.

OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

CLASSIFICATION SIMPLE

TYPE OF TRANSACTION G2C

WHO MAY AVAIL A Filipino individual ages 60 years old and above
Requirements: Where to Secure:

e Dulyfilled out registration form with the signature of the Brgy. Senior Citizens President/Brgy.

client and the Brgy. Senior Citizen President/ osca office Hall
e  Photocopy of Birth Certificate/baptismal/marriage
certificate indicating the correct full name and birthday Osca Office

of the applicant
e  1x11ID picture (2 pcs)
e  2x2ID picture (1 pc)

FEESTOBE @ PROCESSING PERSON
CLIENT STEPS AGENCY ACTION

PAID TIME RESPONSIBLE
1. Approach 1. Request client to register at the NONE 5 minutes Administrative
staff and Visitor’s Logbook Staff
express the
needed
assistance * Provides briefing to the client on the

service

2. Submit duly 2. Receive and review the registration NONE 5 minutes Administrative

accomplished form Staff




registration
form
3. Wait for the | 3.Prepare OSCA ID, Medicine Booklet NONE 20 minutes Administrative
issuance of the | and Dry Goods Booklet Staff
OSCA ID,
Medicine
Booklet and Dry
Goods Booklet
4. Receive the 4. Issue the OSCA ID card, Medicine NONE 5 minutes Administrative
OSCA ID card, Booklet and Dry Goods Booklet and Staff
Medicine request client to affix signature in the
Bookletand Dry | logbook
Goods Booklet
TOTAL 35 mins

SERVICE

About the Service

ISSUANCE OF PWD IDENTIFICATION CARD/ Medicine Booklet and Dry
Goods Booklet

PWD ID is issued to all Persons with Disability who wants to avail of the
benefits and privileges under RA No. 10754 and shall be entitled to 20%
discount and exemption from the value-added tax (VAT) if applicable, on
the following sale of goods and services for the exclusive use and
enjoyment or availment of the PWD such as fees and charges relative to
the utilization of services in hotels and similar lodging establishments;
restaurants and recreation centers; on admission fees charged by
theaters, cinema houses, concert halls, circuses, carnivals and other
similar places of culture, leisure and amusement; on the purchase of
medicines in all drugstores; on medical and dental services including
diagnostic and laboratory fees such as but not limited to x-rays,
computerized tomography scans and blood tests, and professional fees
of attending doctors in all government facilities in accordance with the
rules and regulations issued by DOH in coordination with the PHIC;
medical and dental services including diagnostic and laboratory fees,
professional fees of attending doctors in all private hospitals and medical
facilities subject to the guidelines issued by DOH in coordination with the
PHIC; on fare for domestic air and sea travel; on funeral and burial
services for the death of the PWD; educational assistance to PWD; 5%
discount on the purchase of basic commodities and provision of express
lanes in all commercial and government establishments

OFFICE

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

CLASSIFICATION

SIMPLE




TYPE OF TRANSACTION

G2C

WHO MAY AVAIL

Persons with Disability

Requirements:

Registration form

Medical Certificate

Birth Certificate (1 photocopy)
1x1 ID picture (1 pc)

2x2 D picture (1 pc)

Barangay Residency

Where to Secure
PWD office/MSWD

RHU

LN STERS SR AETEN FEESTOBE = PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Approach 1. Request client to register at the NONE 10 minutes Administrative
staff and Visitor’s Logbook Staff
express the
needed
assistance 1.1 Conduct intake interview, provides
briefing to the client on the service, the
requirements needed
2. Submit duly 2. Receive and review the registration NONE 5 minutes Administrative
accomplished form Staff
registration
form and the
medical
certificate
3. Wait for the | 3.Prepare PWD ID, Medicine Booklet NONE 15 minutes Administrative
issuance of the | and Dry Goods Booklet Staff
PWD ID,
Medicine
Booklet and Dry
Goods Booklet
4. Receive the 4. |ssue the PWD ID card, Medicine NONE 5 minutes Administrative
PWD ID card, Booklet and Dry Goods Booklet and Staff
Medicine request client to affix signature in the
Booklet and Dry | logbook
Goods Booklet
TOTAL 35 mins




SERVICE CASE MANAGEMENT OF SPECIAL CASES

About the Service It is a mutually interactive process in which a case worker/helping
professional and the client work together in a problem-solving situation.
The caseworker takes the responsibility for an organized arrangement of
services to heal, rehabilitate, care for or seek change for a person with
personal, social, physical or mental problems.

OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

CLASSIFICATION HIGHLY TECHNICAL

TYPE OF TRANSACTION G2C

Victims of abuse (children and women), trafficking in persons (children, women,
WHO MAY AVAIL and men), children in conflict with the law, child labor, street children, children
at risk, and other children in need of special protection

Requirements: Where to Secure

e For referred victim-survivors, referral from the Barangay Barangay Hall or PNP-WCPD
or Referral from PNP
WAK IN CLIENT MDT

CLIENT STEPS AGENCY ACTION FEESTO PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Approach 1. Request client to register at the NONE 5 minutes Administrative Staff
staff and Visitor’s Logbook
express the SOCIAL WORKER
needed
assistance
2. Wait for the 2. Staff endorse client/s to the case NONE 5 minutes Social Worker Il
signal to be manager or MSWDO and
counseled by
the MSWDO MSWD Officer
3. Approach 3. Social Worker conduct intake NONE 1 hour Social Worker Il
Social Worker interview to the parent or guardian of and MSWD Officer
for the the child victim, adult victim, parent or
interview guardian of the child in need of special

protection, discuss with the victim and
parent/relative of the victim on the
circumstances surrounding the abuse
and provide guidance and counseling
in making decisions whether or not to
file a case.




Prepare referral letter and refer
client/s to the PNP for filing a case or
for blotter purposes only

TOTAL 1 hour and
10 mins
4. Follow 4. Conduct case management Case
instructions Manager/Municipal
and advises Social Welfare and
given by the 4.1 Coordinate with PNP-WCPD on 2 minutes Development
social worker the schedule of the on-site Officer
investigation of the case
4.2 Conduct on-site investigation
with the PNP-WCPD 1 hour
4.3 Conduct case conference with
the Multi-disciplinary Team 1 hour
(MDT) with the Doctor, Social
Worker and WCPD
4.4 Request copy of the pertinent
documents from PNP-WCPD after 5 days
filing the case to the Prosecutor’s
office
4.5 Conduct homevisit to the victim
and his or her family for further 1 hour
interview and in the assessment
of case
4.6 Prepare Social Case Study Report
4.7 Provide interventions to the 10 days
victim and his or her family
4.8 Conduct regular communication
and homevisits with the victim
and his or her family on their Once a
situation and on the status of the month, or as
case the need
4.9 Escort and assist victim and his or arises
her parents during court hearings
until the final judgement of the
case
4.10 Conduct regular case conference Once a
with MDT to discuss issues and month, or as
concerns on the cases and its the need
recommendations and to know .
the status of the cases filed in the arises
court
4.11 Prepare the victim for the cross-
examination 1 day before
the court
4.12 Prepare progress recordings after procedure

every activity conducted




Accomplished
within the
day

SERVICE

About the Service

ISSUANCE OF SOLO PARENT IDENTIFICATION CARD (SOLO PARENT ID)

Solo Parent Identification as mandated by RA 8972 can be availed by solo

parents who have been qualified as such by the MSWD shall likewise be

entitled to avail of any benefits/services provided in the law. Solo parent

identification card shall be issued upon approval by any local government

unit as recommended by the Social Worker of the Municipality.

OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
CLASSIFICATION COMPLEX
TYPE OF TRANSACTION G2C

WHO MAY AVAIL

Any bonafide citizen of Liloan, Southern Leyte who falls to any of the following

categories and who raises his or her children:

»

»

(a) A parent who provides sole parental care and support of the child
or children;

(b) A spouse, any family member, or a guardian of the child or
children of an Overseas Filipino Worker [OFW], provided that the
OFW belongs to the low/semi-skilled worker and has been away for
an uninterrupted period of twelve (12) months;

(c) An unmarried parent who keeps and rears the child or children;

(d) Alegal guardian, adoptive, or foster parent who solely provides
parental care and support; and

(e) Any relative within the fourth (4™) civil degree of consanguinity or
affinity of the parent or legal guardian who assumes parental care and
support of the child or children as a result of death, abandonment,
disappearance, or absence of the parents for at least six (6) months,
absence of the parents or solo parents provided that absence lasts for
at least one year.

Requirements:

A. For the solo parent with child or children as a consequence

of rape:

(1) Birth certificate/s of the child or children.

(2) Complaint affidavit.

(3) Medical record on the incident of rape.

(4) Affidavit declaring that the solo parent has the sole
parental care and support of the child or children at the
time of the execution of affidavit: Provided, That for
purposes of issuance of subsequent SPIC and booklet, only
the sworn affidavit shall be submitted every year;

Where to Secure:

WCPD




(5) Affidavit of a barangay official attesting that the solo
parent is a resident of the barangay and that the child or
children is/are under the parental care and support of the
solo parent.

B. For the solo parent on account of the death of the
spouse:

(1) Birth certificate of the child or children.

(2) Marriage certificate.

(3) Death certificate of the spouse.

(4) Sworn affidavit declaring that the solo parent is not
cohabiting with a partner or co-parent, and has the sole
parental care and support of the child or children;

(5) Affidavit of a barangay official attesting that the solo
parent is a resident of the barangay and that the child or
children is/are under the parental care and support of the
solo parent.

C. For the solo parent on account of the detention or
criminal conviction of the spouse:

(1) Birth certificate/s of the child or children.

(2) Marriage certificate.

(3) Certificate of detention or a certification that the

spouse is serving sentence for at least three (3) months

issued by the law-enforcement agency having actual

custody of the detained spouse or commitment order by

the court under a conviction of the spouse.

(4) Sworn affidavit declaring that the solo parent is not

collaborating with a partner or co-partner, and has sole

parental care and support of the child and children:

(5) Affidavit of a barangay official attesting that the solo

parent is a resident of the barangay and that the child or

children is/are under the parental care and support of the

solo parent.

D. For solo parent on account of physical or mental
incapacity of the spouse:

(1) Birth certificate/s of the child or children.

(2) Marriage certificate or affidavit of cohabitation.

(3) Medical records, medical abstract, or a certificate of

confinement to any medical hospital or facility as a result

of the spouse's physical or mental incapacity, which

should have been issued not more than three (3) months

before the submission, or a valid Person With Disability ID

issued pursuant to Republic Act No. 10754 and Republic

Act No. 7277, or the Magna Carta for Disabled Persons;

(4) Sworn affidavit that the solo parent is not cohabiting

with a partner or co-parent and has sole parental care and

support of the child or children:

(5) Affidavit of a barangay official attesting that the solo

parent is a resident of the barangay and that the child or

Punong Barangay

Punong Barangay

BIMP

Punong Barangay

Physician

Punong Barangay




children is/are under the parental care and support of the
solo parent.

E. For the solo parent on account of legal or de facto
separation of spouse:
(1) Birth certificate/s of the child or children.
(2) Marriage certificate.
(3) Judicial decree of legal separation of the spouses
or, in the case of de facto separation, an affidavit of
two (2) disinterested persons attesting to the fact of
separation of the spouses; and
(4) Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and has
sole parental care and support of the child or children
(5) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the
child or children is/are under the parental care and
support of the solo parent.

F.  Forthe solo parent on account of declaration of nullity
or annulment of marriage or divorce:

(1) Birth certificate/s of the child or children.

(2) Marriage certificate, annotated with the fact of
declaration of nullity of marriage or annulment of
marriage.

(3) Judicial decree of nullity or annulment of marriage
or judicial recognition of foreign divorce.

(4) Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and has
sole parental care and support of the child or
children:

(5) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the
child or children is/are under the parental care and
support of the solo parent.

G. Forthe solo parent on account of abandonment by the
spouse:
(1) Birth certificate/s of the child or children.
(2) Marriage certificates or affidavit of the applicant,
solo parent.
(3) Affidavit of two (2) disinterested persons attesting
to the fact of abandonment of the spouse.
(4) Police or barangay record of the fact of
abandonment.
(5) Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and has
sole parental care and support of the child or
children:
(6) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the

Family Court

Punong Barangay

Family Court

Punong Barangay




child or children is/are under the parental care and
support of the solo parent.

For the spouse or any family member of an OFW:

(1) Birth certificate/s of dependents.

(2) Marriage certificate, if the applicant is the spouse
of the OFW, or birth certificate or the other
competent proof of the relationship between the
applicant and the OFW, if the applicant is a family
member of the OFW.

(3) Philippine Overseas Employment Administration
Standard Employment Contract (POEA-SEC) or its
equivalent document.

(4) Photocopy of the OFW's passport with stamps
showing continuous twelve (12) months of overseas
work, or a certification from the Bureau of
Immigration.

(5) Proof of income of the OFW's spouse or family
member.

(6) Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and has
sole parental care and support of the child or
children:

(7) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the
child or children is/are under the parental care and
support of the solo parent.

For the unmarried father or mother who keeps and
rears the child or children:

(1) Birth certificate/s of the child or children.

(2) Certificate of No Marriage (CENOMAR).

(3) Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and has
sole parental care and support of the child or
children:

(4) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the
child or children is/are under the parental care and
support of the solo parent.

For the solo parent who is a legal guardian, adoptive or
foster parent:

(1) Birth certificate/s of the child or children.

(2) Proof of guardianship, such as the decision
granting legal guardianship issued by a court; proof of
adoption, such as the decree of adoption issued by a
court, or order of Adoption issued by the DSWD or the
National Authority on Child Care (NACC); proof of
foster care such as the Foster Parent License issued
by the DSWD or the NACC.

(3) Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and has




sole parental care and support of the child or
children:

(4) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the
child or children is/are under the parental care and
support of the solo parent.

For any relative within fourth (4th) civil degree of
consanguinity or affinity of the parent or legal guardian
who assumes parental care and support of the child or
children:

(1) Birth certificate/s of the child or children.

(2) Death certificate, certificate of incapacity, or
judicial declaration of absence or presumptive death
of the parents or legal guardian; police or barangay
records evidencing the fact of disappearance or
absence of the parent or legal guardian for at least six
(6) months.

(3) Proof of relationship of the relative to the parent
or legal guardian, such as birth certificate, marriage
certificate, family records, or other similar or
analogous proof of relationship.

(4) Sworn affidavit declaring that the solo parent has
sole parental care and support of the child or
children:

(5) Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that the
child or children is/are under the parental care and

support of the solo parent

CLIENT STEPS

AGENCY ACTION

FEESTO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Approachstaff | 1. Conduct intake interview NONE 10 minutes Administrative
and express the Staff
needed
assistance 1.1 Provide briefing to the client on the

service and provide registration form

to be filled up If registered as per

records, proceed to No. 3
2. Submit duly 2. Receive and review the submitted 5 minutes Administrative
accomplished requirements Staff
registration form

Schedule of solo parent orientation Social worker
3. Endorsement 3. Endorse application form and the 5 minutes Social Worker/

of application
form

supporting documents to the Social
Worker for review and assessment;
Apprise the applicant that he/she will
be subjected to validation, hence

MSWD Officer




issuance of the said ID will not be
done on the day of application

4. Verification 4. The Social Worker conducts (based on | Social Worker
and validation through a home visit based the agreed
validation on the agreed date of the social schedule)

worker and the applicant

5. Processing 5. Prepare Solo Parent ID if qualified. 5 minutes Administrative

of the SPIC If the client is not qualified, an Staff
explanation is given to the client for
disqualification

6. Issuance of 5. Issue the Solo Parent ID card and NONE 3 minutes Administrative
Solo Parent ID request client to affix signature in the Staff
card logbook
TOTAL 28 minutes
SERVICE COUNSELING / ADVISE GIVING

It is the provision of counselling services to clients for guidance, advises and

About the Service ) )
recommendations to solve his or her expressed problem

OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
CLASSIFICATION SIMPLE
TYPE OF TRANSACTION G2C
WHO MAY AVAIL ALL

Requirements: Where to Secure

e General Intake Interview

FEESTOBE = PROCESSING PERSON
CLIENT STEPS AGENCY ACTION

PAID TIME RESPONSIBLE
1. Approach 1. Request client to register at the NONE 10 minutes Administrative
staff and Visitor’s Logbook Staff
express the
needed
assistance

1.1 Conduct intake interview




1.2 Provide briefing to the client on the
service
2. Wait forthe 2. Staff endorse client to the MSWDO NONE 5 minutes Administrative
signal to be Staff, Social
counseled by Worker/
the MSWDO
MSWD Officer
3. Approach 3. Social welfare provides counseling NONE 25 minutes Social Welfare
Social Welfare services Officer/MSWD
for the Officer
counseling
SETVIces 3.1 Request client to affix signature in
the loghook for the services received
TOTAL 40 mins
SERVICE MORTUARY AID FOR DECEASED SENIOR CITIZENS
About the Service It is the provision of limited financial assistance for the burial expenses
of a deceased senior citizen as per RA 9994
OFFICE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
CLASSIFICATION HIGHLY TECHNICAL
TYPE OF TRANSACTION G2C
WHO MAY AVAIL Individual ages 60 yrs old and above; Persons with Disability
Requirements: Where to Secure
e 2 photocopies of OSCA ID
e 2 photocopies of Death Certificate
e Certificate of Indigency of the deceased senior citizen (2 | BarangayHall
copies) Barangay Hall
e Brgy. Certification of the relationship of claimant (2 copies) gy
e Valid ID of the claimant (2 photocopies)

FEESTOBE = PROCESSING PERSON
CLIENT STEPS AGENCY ACTION
PAID TIME RESPONSIBLE
1. Approach 1. Request client to register at the NONE 10 minutes Administrative
staff and Visitor’s Logbook Staff

express the
needed
assistance




1.1. Conduct intake interview,

provides briefing to the client

on the service and the

requirements needed

1.2 Review submitted requirements
2. Wait for 2. Prepare vouchers for the limited NONE 8 working Administrative
communication | financial assistance with the supporting days Staff
from the office | documents from the client and the
for the release Certificate of Eligibility from the MSWD
of assistance Officer and submit to concerned offices
for the approval and issuance of check
3. Approach 3. Explain client the process of claiming | NONE 5 minutes Administrative
staff and inform | the financial assistance and accompany Staff
purpose to client to the MTO
withdraw
assistance
4. Claim 4. Request client to affix signature in the | NONE 5 minutes Administrative
financial voucher [MTO] and in the logbooks Staff
assistance [MTO & MSWD]
MTO staff
TOTAL 8 working
days, 20
mins

SERVICE EDUCATIONAL ASSISTANCE FOR CHILDREN WITH DISABILITY

About the Service

It is the provision of limited financial assistance for the educational

expenses of children with disability as per RA 10754

OFFICE

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

CLASSIFICATION

HIGHLY TECHNICAL

TYPE OF TRANSACTION

G2C

WHO MAY AVAIL

Individual ages 60 yrs old and above; Persons with Disability

Requirements:

e Certificate of Indigency (2 copies)
e School Certification (2 copies)
e PWD ID card (2 copies)

Where to Secure
Brgy. Hall

School attended




CLIENT STEPS

AGENCY ACTION

MSWDO

FEESTO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Approach 1. Request client to register at the NONE 10 minutes Administrative
staff and Visitor’s Logbook Staff
express the
needed
assistance 1.1. Conduct intake interview,

provides briefing to the client

on the service and the

requirements needed

1.2. Review submitted

requirements
2. Wait for 2. Prepare vouchers for the limited NONE 8 working Administrative
communication | financial assistance with the supporting days Staff
from the office documents from the client and the
for the release Certificate of Eligibility from the MSWD
of assistance Officer and submit to concerned offices

for the approval and issuance of check
3. Approach 3. Explain client the process of claiming NONE 5 minutes Administrative
staff and inform | the financial assistance and accompany Staff
purpose to client to the MTO
withdraw
assistance
4. Claim 4. Request client to affix signature in NONE 5 minutes Administrative
financial the voucher [MTO] and in the logbooks Staff
assistance [MTO & MSWD]
MTO staff
TOTAL 8 days and

20 mins




