
Pregnant Mother in Labor
 (Kind of Service/s)

Schedule of Availability of Service: 24/7

Office or Division:
Classification:
Type of Transaction:

1. Client verbalized complaint to midwife on duty 1.1. History taking
1.2. Vital signs taking and Physical Examination

* If previous CS and scheduled CS refer to higher facility 1.3. Record all data in the patient's chart 1 day

* If abnormal laboratory results refer to higher facility
1.4. Review Home-Based Maternal Record (HBMR), 
laboratory and diagnostic results
1.5.Instruct patient to proceed in the IE Room

2. Client to IE Room 2.1. Instruct to lie on the IE table with knee flexed
2.2. Bimanual examination

* If breech, footling, transverse presentation, PROM and 
abnormal bleeding refer to higher facility 2.3. FHT monitoring using doppler FREE

1 day
RHM

2.4. IE
3.Client to Labor Room 3.1. Monitor progress of labor using partograph every 4 

hours 
1 day

 * If no progress of labor or arrest of descent and fetal 
distress refer to higher facilty 3.2. Monitor VS every 2 hours FREE 

 
RHM

3.3. If labor progress transfer patient to DR
4.Client to Delivery Room 4.1. Apply asepsis and aseptic technique

4.2. Monitor further progress of labor
4.3. Oxygen inhalation if needed per nasal cannula
4.4. Routine insertion of IVF
4.5. Assist the pregnant mother in the delivery of her 
newborn
4.6. Episiotomy if needed
4.7. Do kangaroo mother care FREE 1 day RHM/Nurse/Physician
4.8. Cord Care
4.9. Assist the mother in the delivery of the placenta
4.10. Give Oxytocin IM
4.11. Episiorhaphy if there is episiotomy/laceration
4.12. Examine for unusual bleeding
4.13. Essential Newborn Care
4.14. Eye Care
4.15.  Immunization (Vit. K, BCG, Hepa B)
4.16. Transport postpartum mother and the newborn in 
the Recovery Room

CITIZEN'S  CHARTER (LGU - Saint Bernard)

PREGNANT MOTHERS

REFFERAL SLIP BHS
MOTHERBOOK MIDWIFE ASSIGNED IN THEIR CATCHMENT AREA
LABORATORY RESULTS(HIV TEST, SYPHILIS TEST, CBC, UA, HBsAg) RHU LABORATORY OR OTHER LABORATORY FACILITY

SAINT BERNARD
COMPLEX AND HIGHLY TECHNICAL
Government to Citizen (G2C)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Who may avail

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID

FREE

PROCESSING TIME  (Max. 1 Day) PERSON RESPONSIBLE

RHM

ULTRASOUND RESULTS (Transabdominal or Transvaginal) DIAGNOSTIC CENTER 
VALID GOVERNMENT ID CLIENT
PHILHEALTH CARD CLIENT



5. Postpartum Mother and newborn to Recovery Room
5.1. Monitor VS of both mother and newborn after 30 
minutes, after 1 hour and after 2 hours then every 4 hours

1 day
Nursing attendant/RHM/Nurse

5.2. Monitor signs of unusual vaginal bleeding RHM
5.3. Administer antibiotics and pain reliever to postpartum 
mother FREE 

30 days
Nurse/Physician

5.4. Administer antibiotics to newborn with thick and very 
thick MS

30 days
Nurse/Physician

* If not registered within 1 month, apply for late registration 5.5. Registration of Newborn Birth Certificate 30 days RHM III/ADMIN AIDE/PHN then LCR Personnel
5.6. Newborn Screening 1 day Medical Technologist

6. Postpartum Mother and Newborn for Discharge
6.1. Instruct client to process the Certificate of Eligibility 
for Indigency FREE

1 day
MSWD

6.2. Submit documents to Philhealth through Philhealth 
Portal RHM III/ADMIN AIDE
6.3. Advise postpartum mother for proper breastfeeding 
and family planning program 
6.4. Advise postpartum mother for follow up with her 
newborn after 1 week and after 1 month RHM/Nurse/Physician

* If with complications and needs higher facility management 
refer immediately

6.5. Discharge both postpartum mother and newborn

*****END OF TRANSACTION*****



Medical Consultation
 (Kind of Service/s)

Schedule of Availability of Service: Mondays, Tuesdays, Thursdays, Fridays (AMBULATORY CARE; PWD ONLINE REGISTRATION AND RENEWAL and EMERGENCY CARE)
Mondays and Thursdays ABTC
Wednesdays (PRENATAL CARE and EMERGENCY CARE)

Office or Division:
Classification:
Type of Transaction:

CEDULA IF NEEDED BARANGAY HALL/MTO
BIRTH CERTIFICATE FOR PWD ONLINE REGISTRATION CLIENT 
3 PCS 1X1 LATEST PICTURE FOR PWD ONLINE REGISTRATION AND RENEWAL CLIENT
DULY FILLED OUT PWD APPLICATION FORM FOR PWD ONLINE REGISTRATION AND RENEWAL CLIENT

1. Client present referral slip to OPD information counter for priority number 1.1. Priority number provided
1.2. Vital signs taking 
1.3. Record all data in the patient's record/referral slip 1 day
1.4. Instruct client to proceed to Electronic Medical Record (EMR) encoding area

2. Client to Electronic Medical Record (EMR) Area 2.1. Encoding of data in the EMR system FREE 1 day RHMPP/Nursing attendant
2.2. Intruct patient to proceed in the waiting area to be called based on priorty 
number

3. Client to Consultation Room 3.1. Gather the chief complaint
3.2. History taking
3.3. Review Vital signs
3.4. Review of Systems
3.5. Physical Examination RHM - LEVEL 1 CASES (IMCI)
3.6. Make a laboratory request if necessary PHN - LEVEL 2 CASES
3.7. Prescription given FREE DEPENDS ON THE DISEASE MANAGEMENT PHYSICIAN - LEVEL 3 CASES
3.8. Advise for appropriate non-pharmacologic treatment
3.9. Encode all the gathered data, request, prescription and advises in the EMR
3.10. Intruct client to proceed to Philhealth Department/laboratory/ diagnostic/ABTC 
room/pharmacy/treatment room/minor surgical room etc

4. Client to Philhealth Department        Note: Enrollment in POS if needed 4.1. Issuance of Medical Certificate, Medicolegal and other Certificates PHP 200.00 (Free for MAIFIP and PWD 
usage)

see MTO process flow in paying MTO

5. Client to Laboratory/diagnostic 5.1. See laboratory service flow Medical Technologist/Radiology Technician
6. Client to Pharmacy 6.1. Present the referral slip/patient's record then medicines are given to clients if 

available FREE 
1 day

Pharmacy Manager
6.2. Proper instructions are given to clients

7. Client to Minor surigcal room/Treatment Room 7.1. Wound Care
7.2. Incision and Drainage if necessary
7.3. Suturing under local anesthesia if necessary FREE DEPENDS ON THE DISEASE MANAGEMENT Nursing Attendant/NDP/RHM/PHN/PHYSICIAN
7.4. Wide Excision under local anesthesia if necessary
7.4. Removal of unexpired family planning commodities (IUD or implanon) PHP 500.00 see MTO process flow in paying MTO
7.5. Advise for non-pharmacologic treatment

8. Client to ABTC 8.1. Charge anti-rabies injection fee if there is available free vaccine in the facility PHP 500.00 see MTO process flow in paying MTO
9. Client May Go Home or refer to higher facility if necessary 9.1. Provide return slip/referral form FREE

PERSON RESPONSIBLE

Nursing attendant

CITIZEN'S  CHARTER (LGU - Saint Bernard)

ALL THE POPULACE OF SAINT BERNARD

*****END OF TRANSACTION*****

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID

FREE

PROCESSING TIME

VALID GOVERNMENT ID CLIENT
PHILHEALTH CARD CLIENT

Who may avail

REFFERAL SLIP BHS

LABORATORY RESULTS RHU LABORATORY OR OTHER LABORATORY FACILITY
DIAGNOSTIC RESULTS (ULTRASOUND, CT SCAN, MRI ETC) DIAGNOSTIC CENTER 

SAINT BERNARD
COMPLEX AND HIGHLY TECHNICAL
Government to Citizen (G2C)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE



Laboratory Services 
 (Kind of Service/s)

Schedule of Availability of Service: Mondays to Fridays

Office or Division:
Classification:
Type of Transaction:

1. Client to proceed in the laboratory with request form Blood Typing PHP 170.00 1 day
CBC PHP 225.00 1 day
Platelet Count PHP 130.00 1 day

*Cut off time 10am and 4pm Rapid Dengue Testing PHP 225.00 1 day
Hematocrit Count PHP 200.00 1 day

*Genexpert client will submit specimen in the morning 
with a total of 8 clients per day HBsAg Testing

PHP 235.00 1 day

HIV Testing PHP 250.00                                     FREE TO ALL WITH PHILHEALTH ID/NUMBER 1 day MEDICAL TECHNOLOGIST
Pregnancy Testing PHP 245.00 1 day
Fecalysis PHP 70.00 1 day

*Genexpert Schedule Urinalysis PHP 100.00 1 day
Tuesday - Saint Bernard Syphilis Testing PHP 270.00 1 day
Thursday and Friday - Other municipalities in the PILHZ Fasting Blood Sugar PHP 165.00 1 day

Cholesterol PHP 170.00 1 day
Wednesday - Pregnant Women DSSM FREE 1 day

Genexpert FREE 1 day
2. Releasing of results 2.1. Release results through EMR

2.2. Advise to proceed to medical consultation FREE  See Medical Consultation Process Flow

CITIZEN'S  CHARTER (LGU - Saint Bernard)

ALL THE POPULACE OF SAINT BERNARD

*****END OF TRANSACTION*****

PHILHEALTH CARD CLIENT

Who may avail

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

REFFERAL SLIP BHS
LABORATORY REQUEST FROM RHM/PHN/DTTB/MHO MIDWIFE ASSIGNED IN THEIR CATCHMENT AREA/PHN/DTTB/MHO
VALID GOVERNMENT ID CLIENT

SAINT BERNARD
COMPLEX AND HIGHLY TECHNICAL
Government to Citizen (G2C)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE



Oral Care Services
 (Kind of Service/s)

Schedule of Availability of Service: Every Friday 

Office or Division:
Classification:
Type of Transaction:

1. Client present referral slip to dental information counter for priority 
number

1.1. Priority number provided

1.2. Vital signs taking 
1.3. Record all data in the patient's record/referral slip 1 day
1.4. Instruct client to proceed to Electronic Medical Record (EMR) encoding area

2. Client to Electronic Medical Record (EMR) Area 2.1. Encoding of data in the EMR system FREE 1 day RHMPP/Nursing attendant
2.2. Intruct patient to proceed in the waiting area to be called 
based on priorty number

3. Proceed to Dental Room 3.1. Gather the chief complaint
3.2. History taking
3.3. Review Vital signs
3.4. Review of Systems
3.5. Oral Examination

3.6. Extraction per tooth (including anesthesia)
PHP 450.00 (FREE IF NO AVAILABLE 

ANESTHESIA)
1 day

Dentist from DOH
3.6. Make a laboratory request if necessary
3.7. Prescription given
3.8. Advise for appropriate non-pharmacologic treatment
3.9. Encode all the gathered data, request, prescription and 
advises in the EMR
3.10. Intruct client to proceed to Philhealth 
Department/laboratory/ diagnostics/pharmacy

4. Client to Philhealth Department        Note: Enrollment in POS if needed 4.1. Issuance of Medical Certificate, Medicolegal and other 
Certificates 

PHP 200.00 (Free for MAIFIP and 
PWD usage)

see MTO process flow in paying MTO

5. Client to Laboratory/diagnostic 5.1. See laboratory service flow Medical Technologist/Radiology Technician
6. Client to Pharmacy 6.1. Receive the referral slip/patient's record then medicines are 

given to clients if available FREE 
1 day

Pharmacy Manager
6.2. Proper instructions are given to clients

7. Client May Go Home or refer to higher facility if necessary 7.1. Provide return slip/referral form FREE

PERSON RESPONSIBLE

Nursing attendant

CITIZEN'S  CHARTER (LGU - Saint Bernard)

ALL THE POPULACE OF SAINT BERNARD

*****END OF TRANSACTION*****

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID

FREE

PROCESSING TIME

REFFERAL SLIP BHS
VALID GOVERNMENT ID CLIENT
PHILHEALTH CARD CLIENT

SAINT BERNARD
COMPLEX AND HIGHLY TECHNICAL
Government to Citizen (G2C)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Who may avail



Sanitary Permit
 (Kind of Service/s)

Schedule of Availability of Service: Mondays to Fridays

Office or Division:
Classification:
Type of Transaction:

1. Attendance to Food and Non-food Handlers' Orientation 1.1. Conduct Orientation on Sanitation Code of the Philippines FREE 1 day RSI and other LGU agencies invloved 
2. Client to MTO 2.1. Payment for Medical Fee PHP 200.00

2.2. Payment for Sanitary ID PHP 30.00 see MTO process flow in paying MTO
3. Client to RSI Office 3.1. Receive the Official Receipt of medical fee and sanitary ID; Submit 

1 pc. 1x1 latest picture
3.2. Provide instructions to client for collectiond and submission of 
specimen (CBC and UA)
3.3. Provide instructions to client for the schedule of Chest X-Ray FREE 1 day PHN
3.4. Encode all data gathered in the EMR

4. Client to Philhealth Department 4.1. Instrruct client to fill out Philhealth form
4.2. Receive the Birth Certificate and Marriage Certificate FREE 1 day Philhealth Staff
4.3. Enrollment to POS

5. Client to Laboratory 5.1. see laboratory service flow FREE see laboratory service flow Medical Technologist
6. Client to Medical Consultation if necessary 6.1. see medical consultation 3.1 to 3.10; 6 and 9 process flow FREE see medical consultation process flow PHYSICIAN
7. Release of Sanitary Permit and Health Certificate 7.1. Release to client the Sanitary Permit and Health Certificate 1 day RSI 

CITIZEN'S  CHARTER (LGU - Saint Bernard)

ALL BUSINESS OWNERS

*****END OF TRANSACTION*****

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

BIRTH CERTIFICATE AND MARRIAGE CERTIFICATE IF NO PHILHEALTH NUMBER CLIENT
VALID GOVERNMENT ID CLIENT
PHILHEALTH CARD CLIENT

OFFICIAL RECEIPT MTO
DIAGNOSTIC RESULT (CHEST X-RAY) MOBILE X-RAY
LABORATORY RESULTS(CBC, UA) RHU LABORATORY OR OTHER LABORATORY FACILITY

SAINT BERNARD
COMPLEX AND HIGHLY TECHNICAL
Government to Citizen (G2C)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Who may avail



Exhumation and Transfer Permit for Cadaver/Remains/Ashes
 (Kind of Service/s)

Schedule of Availability of Service: Mondays to Fridays

Office or Division:
Classification:
Type of Transaction:

1. Visit RSI Office and convey intention of request 1.1. Instruct the client for the requirements and process FREE 1 day RSI
1.2. Instruct the client for payment of exhumation and transfer permit 

2. Client to MTO 2.1. Payment of Exhumation and Transfer Permit PHP 600.00 see MTO process flow in paying MTO
3. Client to RSI Office 3.1. Receive the requirements and Official Receipt 

3.2. Release the Certificate of Exhumation and Transfer Permit 1 day RSI and PHYSICIAN
3.2. Encode all data in the EMR 

CITIZEN'S  CHARTER (LGU - Saint Bernard)

IMMEDIATE FAMILY MEMBER REQUESTING EXHUMATION AND TRANSFER OF CADAVER/REMAINS/ASHES

*****END OF TRANSACTION*****

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

OFFICIAL RECEIPT OF EXHUMATION AND TRANSFER PERMIT MTO
VALID GOVERNMENT ID CLIENT
PHILHEALTH CARD CLIENT

REFFERAL SLIP BHS
DEATH CERTIFICATE CLIENT
DOCUMENTS AND OFFICIAL RECEIPT FROM THE NEW CEMETERY WHEREIN THE CADAVER/REMAINS/ASHES WILL BE TRASNFERRED CLIENT

SAINT BERNARD
COMPLEX AND HIGHLY TECHNICAL
Government to Citizen (G2C)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Who may avail


