Batasan Pambansa Complex, Constitution Hills

! Republic of the Philippines
v‘ Department of Social Welfare and Development

Tulong! Sulong!

Quezon City
Telephone No. 931-8101 to 07

http:/ /'www.dswd.gov.ph

ADMINISTRATIVE ORDER

No.

Series of 2005

SUBJECT: Reporting System for Non-Government Organizations (NGOs)
Social Welfare and Development (SWD) Programs/Services
Implementation

BACKGROUND/RATIONALE:

Executive Order No. 15 (Redirecting the Functions and Operations of the
Department of Social Welfare and Development) issued in 1998 spells out among
others, the Department’s role of being the “lead line agency and authority in
formulating national social welfare and development policies, plans, programs,
and statistics, especially as these relate to family development and poverty
groups.” With this statement, it is a must that DSWD initiate the generation,
integration and analysis of relevant Social Welfare and Development (SWD)
statistics and reduce them in desired form to serve as basis of policymakers,
planners and program developers in their decision making efforts.

In order to come up with a universe SWD data, there is a need to develop a
mechanism that will capture and reflect the NGO performance relative to SWD
programs/services implementation. The NGO Reporting Form was developed in
coordination with Standards Bureau and the National Council for Social
Development (NCSD). This reporting form was formulated based on the existing
DSWD Major Final Outputs Reporting Forms.

Last August 5-6, 2004, a consultation of the NGO Reporting System, to include
the form and the process of submission, was conducted to NGOs operating in
more than one region with main offices in Regions III, IV and NCR and
representing all types of client categories. The conduct of the orientation was
necessary to solicit their support and cooperation and secondly to ensure uniform
interpretation of terms, concepts, and processes included in the system. The
participants find the reporting form easier to accomplish, simple and very useful
in the reporting of their accomplishments. Based on the agreements during the
orientation, the Policy and Plans Bureau revised the reporting system to include
their comments and suggestions. The provisions in this guideline include the
agreements reached during the consultation.
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SCOPE

This guideline covers only accredited/licensed NGOs nationwide, in order to
highlight their accomplishments/contributions on Social Welfare and
Development sector.

OBJECTIVES
General : To come up with a universe SWD data by capturing the NGO
performance relative to SWD programs/services implementation.

Specific:

1. To highlight the other partners contribution specifically the NGOs relative
to their implementation of SWD programs/services

2 To acknowledge and put premium in the accomplishments of NGOs.

3 To be the basis for future action, direction and policy formulation of the

Department along SWD implementation by the NGOs.
THE NGO REPORTING FORMS

The reporting forms for NGOs SWD programs/services implementation shall be
composed of the following forms:

> Center-Based

Refers to the services provided to the client in a regular physical structure
or “center”, which operates only for a specified number of hours a day.

NGO Center-Based Plan/Served (Form 1)

This form is a tool to gather data/information on the physical targets and
accomplishments/served of the NGOs operating in a center-based relative
to their SWD programs/services implementation. The plan shall be done
annually while the accomplishments/served is on a semestral basis,
disaggregated by sex, by age and by client category such as children,
youth, and adults in need of special protection. This would also include
the interventions/services rendered to client, those discharged as a result of
the impact of interventions/services to client and clients still in care.

> Community-Based

Refers to the services provided to the client in his or her home or in the
community in which he or she lives. An additional feature of this delivery
mode is community interaction or participation in client activities and
management



NGO Community-Based Plan/Served (Form 2)

This form is a tool to gather data/information on the physical targets and
accomplishments/served of the NGOs operating in community-based
relative to their SWD programs/services implementation. The plan shall
be done annually while the accomplishments/served is on a semestral
basis, disaggregated by sex, by age and by client category such as
children, youth, adults in need of special protection and disadvantaged/
marginalized families to include the interventions/services rendered to
these client.

Institutional Arrangement

In order to put this reporting system in place, the following institutional
arrangements shall be observed: i

> Policy and Plans Bureau
o Monitor, consolidate and analyze the reports submitted by NGO
Head Office every semester;
o Provide technical assistance to FOs/NGOs when necessary;
o Provide a national report with analysis to the management and

other users of report every semester for their information and
appropriate action.

> Standards Bureau
o Assist in the monitoring of compliance of NGOs in the submission
of the reporting form;
o Ensure the use of this reporting form to all NGOs--old and newly

accredited/licensed, thus, to include this in the requirements for
accreditation and licensing.

> DSWD Field Offices

o) Standards and Regulations Unit
* Provide/disseminate to the NGOs the reporting forms;
* Monitor the reports submitted by NGOs every semester
* Provide technical assistance to NGOs when necessary; and

Coordinate, ensure submission of reports by NGOs.
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o Policy and Planning Unit

= Consolidate, analyze and process the reporting forms submitted
by NGOs to be used for their own planning development and
policy formulation. No need for DSWD-FOs to submit
consolidated reports to DSWD-CO since the NGO Head Office
will directly submit their report to DSWD-CO, copy furnished
DSWD-FO concerned.

> Non-Government Organizations |

o Accomplish the forms applicable to their type of operation (i.e.
center-based or community-based) and only to the client category
they being served (i.e. children, youth, other adults in need of
special protection and disadvantaged/marginalized families).

o NGO Regional Office to submit their report (statistics and
narrative) to their Head Office copy furnished the DSWD Regional
Office concerned.

o) NGO Head Office to consolidate reports of their regional offices
and submit to DSWD Central Office (statistics and narrative) thru
Policy and Plans Bureau.

Frequency of Submission and Flow of Report

The NGO Regional Office shall accomplish either Form — 1 or Form 2,
depending on the type of their operation (center-based and community based)
both for planning and reporting of accomplishments. The plan shall be done once
a year while the accomplishments/served will be on a semestral basis. These shall
be submitted to their NGO Head Office, copy furnished the DSWD-Field Office
concerned. The NGO Head Office will then validate and consolidate the
submission of their regional offices and for onward submission of the
Consolidated National Report of the NGO to DSWD-CO thru Policy and Plans
Bureau, deadline of submission are as follows:

Annual Plan - every end of March of the planning year
Semestral Accomplishments — 20 days after the reference semester
> 1*' Semester — on or before July 20

> 2" Semester — on or before January 20

Policy and Plans Bureau shall process and consolidate the national reports
of NGOs received to come up with the Consolidated SWD Programs/Services
Implementation of Different NGOs for the reporting period. The consolidated
report together with an analysis and recommendation will be submitted to
Management for their information and action when needed, and other internal
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and external users . Please refer to Annex A for the Data Flow Diagram of
NGO Reports.

Effectivity

This Order takes effect immediately and revokes other previous orders
inconsistent thereof.

Issued in Quezon City this 3lg day of January 2005.

‘--..

ZONJ IANO SOLIMAN

Secretary ié %\‘



Annex A

DATA FLOW DIAGRAM FOR NGO REPORTS

NON-GOVERNMENT
ORGANIZATIONS (NGOs) —
REGIONAL OFFICES

k NGO SWD Form 1 or 2 )

NGO SWD PROGRAMS/SERVICES

(

DSWD-FIELD OFFICE

‘\

REPORTS
N

MONITOR THE REPORTS
PROVIDE TA

COORDINATE COMPLIANCE
CONSOLIDATE/ANALYZE

o

]

STATISTICAL/ N\
NARRATIVE REI&R"_F;/
. 4

4 NGO-NATIONAL OFFICE \

----- A) ENCODE/ENTER DATA

B) PROCESS/CONSOLIDATE DATA
C) GENERATE NATIONAL REPORT

\D) REVIEW/APPROVE REPORT
l A

STATISTICAL/
NARRATIVE REPORTS

\ D) PREPARATION OF REPORTS

CENTRAL OFFICE - PPB

CENTRALIZED DATA

BANKING AND DATA PROCESSING

A) PROCESS/CONSOLIDATE DATA

B) DATA ANALYSIS/
RECOMMENDATION

C) VALIDATION OF FINDINGS

v

CONSOLIDATED /
ANALYZED REPORT

v v

P

Legend:

] External Entity

DSWD OTHER DATA

MANAGEMENT CONSUMERS

Flow of Reports

------------- -> Fe edbacw al ldat ion



(Name of NGO)

SOCIAL WELFARE AND DEELOPMENT, PROGRAMS FOR THE DISADVANTAGED AND MARGINALIZED POPULATION

MAJOR OUTPUTS AND INDICATORS

COMMUNITY — BASED PROGRAM

Page 1 of 16

(PLAN for CY - )
(ACTUAL SERVED for ___ Qtr.,, CY - )
NGO /PO:
Address: Approved by:
Prepared by: Position:
Position: Date:
Date:
PERFORMANCE OUTPUTS
KEY Q1 Q2 Q3 Q4 CUMULATIVE TOTAL
PERFORMANCE New CarryOver New CarryOver New CarryOver New CarryOver UNDUPLICATED
INDICATORS M|IF|IT|M|F|T|M|F|T|M|F|T|M|F|T|M|F|JT|M|F|T[(M|F|T M F T
I. CLIENTELE SERVED IN
COMMUNITY-BASED PROGRAMS 0 0 0
A. CHILDREN 0 0 0
1. Street Children (Total of 1.1 to 1.3) 0/l o] o] of] o/ O] O] O] Oof O] O] O] Of Oof O] O] O] Of o] O] O] Of Of O 0 0 0
0-2 0/l o] o of] o/ O] O] Of Oof O] Of O] Of Oof O] O] O] Of o] O] O] Of Of O 0 0 0
3-5 0/ o] o) of o/ O] o] O] Oof O] O] O] Of Oof O] O] O] Oof o] 0] O] Of Of O 0 0 0
6—12 0of o] o] of] of] O] O] O] Oof O] O] O] Of Of O] O] O] Of Oof] O] O] O] O] O 0 0 0
13 -14 ol o/l o] o] of O[] 0] O] O] O] Of Of Of O] O] O] O] O/ Of O] O] O] O] O 0 0 0
15-17 ol o/ o] o] of] Of] o] O] O] O] Of Of Of O] O] O] O] Of Of O] O] O] 0] O 0 0 0
1.1 Street Children who are completely
abandoned and have no contact with
their families. 0l o/ o] o] of] of] o] O] O] Oof] Of Of Of O] O] O] O] Of O] O] O] O] 0] O 0 0 0
0-2 0 0 0 0 0 0 0 0 0 0 0
3-5 0 0 0 0 0 0 0 0 0 0 0
6-12 0 0 0 0 0 0 0 0 0 0 0
13 -14 0 0 0 0 0 0 0 0 0 0 0
15 -17 0 0 0 0 0 0 0 0 0 0 0
1.2  Street Children who are on the street
most of the days but are still
connected with their families and
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PERFORIMANCE OUTPUTS

CUMULATIVE TOTAL

UNDUPLICATED

M

Q4

CarryOver

New

Q3

CarryOver

New

0l 0/ 0/ 0/ 0/ of of of of O] Of O

Q2

CarryOver

New

Q1

CarryOver

New

MIF|IT([M|F|ITIM|F[T|M|F|T|{M|F|T|M[F|T(M|F|IT|M[F|T

0) 0f 0) 0] O) Of Of Of O Of Of Of O] Of Of O) O] O/ Of 0) Of O 0f O

0l of] of of] o] of] O] 0] 0] 0/ 0/ Of O] Of O] Of O] 0/ 0/ 0/ O/ Oof O] O

ol 0f] 0/ O] O/ Of O] Of O) Of Of Of O Of Of 0/ O] Of Of 0] 0] Of 0f O

0/ of 00 of 0] Of Of 0] O] O/ Of 0/ O] O/ Of O] Oof O] Of Oof 0f] 0] Oof O

Of 0f of O] of] Of] 0] O] Of Of O] O] Of Of O] O/ O] Of 0] 0] 0] Oof 0] O

Of 0| Of 0] 0/ Oof 0] 0f O0) Of 0] O

KEY
PERFORMANCE

INDICATORS

6-12
13 -14
1617

5. Abandoned

612
13- 14
1517

6. Neglected

6—12
13 - 14

15-17
7. Voluntarily Committed/Surrendered

15-17
8. Victims of Child Labor

6-12
13-14

6—12
13 -14

15 -17
9. Victims of Child Trafficking

6—12
13 -14

15-17
10. Victims of lllegal Recruitment
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KEY
PERFORMANCE
INDICATORS

PERFORMANCE OUTPUTS

Q1

Q2

Q3

Q4

CUMULATIVE TOTAL

New

CarryOver

New

CarryOver

New

CarryOver

New

CarryOver

UNDUPLICATED

M| F

F

MIF|T

-

-

M

F

T

6-12

13 -14

15-17

11

Children in Conflict with the Law

=12

13 -14

1517

12.

Children into Substance Abuse

3-5

6—-12

13 14

15 17

13.

Children with H 1V

0—-2

3—-5

6—12

_13-14

15 -17

QDODQODOODDOOOQQOD_'
OOQQCOOODDDOQQQQOO_‘

{::li::lt':l't:'-'OOOQC:DC:DC:ICDC‘-‘DDQC’C3_|
OODC)C)C}C:DC.'.:ICDC::DQQQQQOOC_|

QO(QQQQC.'IC'::IC:PC:I!:.'JPDQDQOl’::li':-'l-i
O|O|0|0|C|O|o|o|o|o|o|o|o|o|o|o|o|o

===l =l = = = = = = = = = = = =) =] =]

o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o

==l = =l = = = = = = = = = = = = =l =

O|O|0|0|0|o|0|0o|o|o|o|o|o|o|o|o|o|o

ojo|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o

.14,

Children with Sexually
Transmitted Infection (STI)

0-2

3—=5

6-12

13-14

15 -17

15.

Unwed Pregnant Girl Children

6—-12

13 -14

16 =17

o|lo|o|o|o|o|o|o|o|o
o|lo|o|o|o|o|o|o|o|o

[=1=1 =1 =1 =l =l =1 =) (=] =]
===l =l =l =1 = (=1 =] (=]

o|o|o|o|o|o|o|o|o|o

(=1 l=1 =1 =1 =1 =1 =1 =l (=] (=]

==l =1 =l (=l = (=1 ==l =]

(=1 =1 =1 =1 ==l =l =l =) =]

===l =l =l = = = =l =)

===l = = = = = = =)

=== = = = = = = =)

16.

Children in Situation of Armed
Conflict

0-2

3—95

6-12

13 -14

16 =17

[=1i=l{=l =1 =) (=]
==l =1 =] [=][=]

==l =1 =1 = =]
[=1=l ==l [=][=]

==l =l=]=]=]
o|lojo|o|o|o

== == =]=]

o|lo|o|o|o|o

olo|o|lo|o|o

[=1=1(=1 =1 (=) (=]

[=1=l =1 (=]l [=][=]

17.

Children with Disability
(Total of 17.1 and 17.2)

o
(=]
o
o

0

0l 0f O

o
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KEY
PERFORMANCE
INDICATORS

PERFORMANCE OUTPUTS

Q1

Q2

Q3

Q4

CUMULATIVE TOTAL

New CarryOver

New CarryOver New

CarryOver

New

CarryOver

UNDUPLICATED

=
-
-l

M

F

T

-
-

M

F

-

T|IM|F MIF|T|M

-

=

T

F

T

21.

Malnourished Children

0

0

0

0

0l 0 0l 0

0

0

0-2

3-5

6-12

13-14

1517

22.

Children Needing Medical Attention/Sick

0-2

3—5

6-12

13-14

15-17

23.

Underprivileged Needy Children

0-2

3—5

6-12

13 -14

15-17

olo|o|o|o|o|lo|o|o|o|o|o|o|o|o|o|o|o

O|lO|0|0|0|0|0|0|0|0o|0|o|0|o|o|o|o|o

O|O|0O|0|0|0|0|0|0|0|0|Cc|o|o|o|o|o|o

O|O|0[0O|0|0|0|0|0|o|0|o|o|o|o|o|o|o
O|0O|0|0O|0|0|0|0|0|o|0|Co|o|o|o|o|o|o
O|Oo|0o|Oo|0|o|0|o|o|o|o|o|o|o|o|o|o|o

O|O|0|0O|0|0|0|0|0|o|o|o|o|o|o|o|o|o

Q|O|0|Oo|0|0o|0|o|o|o|o|o|o|o|o|o|o|o

O|O|0|0O|0|0o|0|o|o|o|o|o|o|o|o|o|o|o

o|Oo|0o|O|0|o|0o|Oo|0o|o|o|o|o|o|o|o|o|o

o|Oo|0o|0o|0|o|0|o|o|o|o|o|o|o|o|o|lo|o
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PERFORMANCE OUTPUTS

KEY Q1 Q2 Q3 Q4 CUMULATIVE TOTAL
PERFORMANCE New CarryOver New CarryOver New CarryOver New CarryOver UNDUPLICATED
INDICATORS M|IF|T(M|F|[T|M|F|T|M|F|T|M|F|T|{M|F|[T|M|F|T M|F|T M F T

2.2 Victims of Pornography 0f of] o] of] of O] O] O] Oof O] O] O] Oof o] O] O] Of Of O] O] O] Oof 0] O 0 0 0
18 -24 0 0 0 0 0 0 0 [0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
3. Physically Abused/Maltreated 0|l 0/ 0O/ O] Of Of 0) O] O/ O/ 0/ O] Of O/ O] O] Of O] O] O/ Of 0J 0] O 0 0 0
18 -24 0|l of] o/ o] of of] 0] O] Of O] o] O] Of O] 0] Oof Of O] Oof Oof o] O] O] O 0 0 0
25-30 0/ o 0] of of of O] Of Oof Of] O] Of O] O] O] Of O] Of Of Of Of O] O] O 0 0 0

3.1 By Their Parents/Guardian/
Siblings 0/ o] 0] 0/ 0f 0of O] Of Oof Of Of O] Of] O] O] O) O] Of Of Of Of O] 0] O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
3.2 By Other Persons 0Ol 0/l of of o] of] O] Of] O] O/ O] O/ O/ Of Of Of O] Of O] Of O] Of Of O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
_ 25 -30 0 0 0 0 0 0 0 0 0 0 0
4. Abandoned 0l 0/ O, Of Of Of Of Of] O] O] O] O/ O/ Of Of Of O] Of O] Of O] 0O/ 0O O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
5. Neglected 0] o/ o/ of of of of of] o] o] of] o] o] 0o/ Oof] O/ o/ Oof Oof O] Oof O] 0] O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
6. Voluntarily Committed/Surrendered 0|l o] o] O] O] O] Of O] Of Of O] Of Of O/ O] Of Of O] Of 0] Of Of 0] O 0 0 0
18 -24 0 0 0 0 0 0 0 0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
7. Victims of Labor Exploitation 0l 0/ 0/ 0/ OQ O/ O] Of Of Of] Of O] O] O] O] O) 0] Of Of Of Of O] 0f O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25 - 30 0 0 0 0 0 0 0 0 0 0 0
8. Victims of Trafficking 0O, 0/ O Of O] Of O] O] O] O] O) O/ O/ Of Of Of O] Of O] Of O] O/ 0 O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
9. Victims of lllegal Recruitment 0/ 0o/ of of of of] of of of 0] Of 0/ 0] O/ Oof Of of O] of O] Of 0] 0] O 0 0 0
18 - 24 0 0 : 0 0 0 0 0 0 0 0 0
25 - 30 0 0 0 0 0 0 0 0 0 0 0
10. In Conflict with the Law 0 0/ of of of of of Of O] O] Of O0f O] O/ O] O/ of] O] of] O] Of] O] O] O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25 - 30 0 0 0 0 0 0 0 0 0 0 0
11. Into Substance Abuse 0/ o/ o/ of of of of of] o] o] Oof O0f 0] O/ Oof] 0/ 0o/ O] Oof Of] Of O] O] O 0 0 0
18 - 24 0 0 0 0 0 0 0 0 0 0 0
25-30 0 0 0 0 0 0 0 0 0 0 0
12. WithHIV 0] 00 0 0f Of Oof of Oof O] O] O] O] O] O/ O] O/ 0] O/ of Of Of O] O] O 0 0 0
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