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SUBJECT: GUIDELINES OF THE NATIONAL INSPECTORATE COMMITTEE 
FOR DSWD CENTERS AND RESIDENTIAL CARE FACILITIES ' 

I. Background:

In the 1990s, an Inspectorate  Team for DSWD centers and  institutions was crea ted .
It was primarily tasked to  assess the DSWD facilities and  recom m end  actions to address 
the identified  needs of the various centers and  institutions to  m ake them  com p lian t to 
standards. The Team was com posed  o f representatives from  the Bureau of Disabled 
Person's W elfare (BDPW), Bureau of Child and  Youth W elfare (BCYW) and  Bureau of 
W om en's W elfare (BWW). Finding the  outputs o f the  N ationa l Inspectorate  as reliable 
and valid  basis for m a n ag e m e n t action , a special unit for m onitoring of centers and 
institutions was c re a te d  to  institutionalize the inspecto ra te  as a m an ag e m e n t monitoring 
m echanism . The unit then was h ea d ed  by a D irector and  was under the supervision of 
the O ffice  of the Secretary. Technical staff from  BDPW, BCYW a nd  BWW assisted the unit.
The said unit was short lived due to organizationa l shifts as a consequence  o f devolution.

Following the  revised organizational set-up o f the  D epartm en t a fte r the 
devolu tion, the  Program M anagem en t Bureau (PMB) was tasked to  sustain the functions 
of this special unit thru its Center-Based Sen/ices Unit (CBSU) under the Social Welfare 
and D eve lopm ent Services Division. The EXECOM how ever has d e c id e d  to revive the 
Inspectorate  as a vita l m echanism  to support the e ffo rt of transform ing the centers and 
institutions as centers o f exce llence- as models for Local G overnm ent Units (LGUs) and 
Non-G overnm ent Organizations (NGOs) rep lica tion  o f similar facilities.

II. Rationale

The D epartm en t o f Social W elfare and  D eve lopm ent is m a n d a te d  to lead in the 
provision of social p ro tec tion  services and  prom ote  the rights and  w e lfa re  of the poor, 
vu lnerable and  d isadva n ta g ed  individuals, families and  com m unities.

The D epartm en t's  program s and  services are de livered  thru the com m unity by 
local Social W elfare D eve lopm ent O ffice  or thru residentia l ca re  facilities. While 
admission to  residential ca re  facilities should be  the last resort, w hen  o ther options such 
as foster hom e, a d o p tio n  and  legal guard ianship are not v iab le , DSWD should be  ab le  
to m ake its residential facilities models of qua lity  sen/ices.

Thus, the  Inspectora te  C om m ittee  for centers and  residential co re  facilities is 
being reconstitu ted  to  undertake  ob jec tive  assessment o f DSWD centers/institutions 
towards b eco m in g  centers o f exce llence . The Inspectorate  C om m ittee  shall serve as 
the m echanism  for dete rm in ing  w hether the seventy (70) centers, currently in opera tion  
are co m p lia n t to  the set standards. (Please see Annex A). The re-constitution of the 
C om m ittee  is also in line w ith the D e p a rtm en t’s social reform  a g e n d a , which is to 
p rovide faster a nd  b e tte r social p ro tection  programs.
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Legal Bases 

a. Executive Order 221 Series of 2003 (Amending Executive Order No. 15 
Series of 1998, entitled “Redirecting the Functions and Operations of 
DSWD”)

Sec. 3 Power and  Functions o f the DSWD -  (a) Set standards, a cc re d it and 
prov ide  consu lta tive  services to institutions, organizations and  persons 
e n g a g e d  in social w e lfa re  activ ities and  m onitor perfo rm ance  of 
institutions, organizations and  persons e n g a g e d  in social w e lfa re  activities, 
bo th  pub lic  and  private.

b. Executive Order No. 123 Series of 1987

The DSWD is m a n d a te d  to provide  ca re  and  p ro tec tion  and  rehabilita tion 
to  those w h o  have least in life and  need social w e lfa re  assistance and 
social w ork interventions to  restore their norm al function ing and 
pa rtic ipa tio n  in the com m unity.

IV. Objectives

General: Establish a benchm ark of qua lity  o f services and  a d e q u a c y  o f facilities 
o f Centers/Institutions currently o p e ra te d /m a n a g e d  by DSWD os basis for 
m an ag e m e n t a c tio n  towards transform ing them  into centers of exce llence.

Specific:

1. Determ ine extent o f cente r's  c o m p lia n ce  to  established standards 
a long  five areas of operations nam ely:
a.) Adm inistration
b.) Program M anagem ent
c.) Case m anagem ent
d.) Helping strategies/interventions
e.) Physical structure and  safety

2. R ecom m end scientific studies as basis for po licy  recom m endations on 
enhanc ing  centers operations

3. Provide recom m enda tion  on specific  im provem ent of every cente r 
assessed based on areas o f operations sta ted  in no. 1 above .

4. Determ ine the  classification o f the  centers based on set standards as 
basis for a m ore rational a lloca tion  of resources.

V. Scope of Operations/Coverage

The C om m ittee  shall co ve r all o f the centers/institutions m a n ag e d  by 
DSWD. The se lection o f fac ility  to  be  co ve red  by the Inspectora te  for a given 
period shall consider the follow ing:

a. Sectora l co ve ra g e  (children, youth, w om en, o lde r person, d ifferently 
d isab led  person, o ther vu lnerab le  and  d isa dva n ta g ed  individual)

b. Type o f fac ility  a cco rd in g  to  size (small, m ed ium  and  large).
c. G e o g ra ph ica l Clusters (Luzon, Visayos and  M indanao),
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DSWD shall end e avo r to  identify a m ong  its facilities a m odel, Social 
labora to ry  or ce n te r o f exce llence  for a sectoral c lien te le  in every geog raph ica l 
cluster. These centers shall serve as showcase for intermediaries.

The assessment will focus on five areas' as follows:

a. Administration and Organization -  includes functiona l organizational 
and  m a n a g e m e n t structure; e ffic ien t financ ia l and  m ateria l resource 
m a nagem en t; hum an resource m a n ag e m e n t a nd  deve lopm en t; and 
ava ilab ility  o f support services;

b. Program Management -  includes w ritten p rogram  plan tho t are 
responsive to  the needs o f the clients; a llo ca tion  and  utilization of 
resources; a nd  m onitoring and eva lua tion  system;

c. Case Management -  includes case load  assignment of staff; helping 
process; case record ing, period ic  assessment o f c lient progress, 
d ocu m e n ta tio n  and  networking o f services;

d. Helping Strategies/Services/Interventions -provision of any or a
co m b ina tio n  o f services/interventions such as social, hom e life, 
edu ca tiona l, psycholog ical, health, e co n o m ic  productivity, 
recrea tiona l, d e n ta l/m e d ica l and  spiritual under the acronym  
SHEPHERDS, d on e  by qua lified  staff taking in to consideration the age, 
gender, nature o f the case and  the physical and  in te llectua l attributes 
o f the  residents a nd  should be based on the trea tm en t p lan to ensure 
tha t these will con tribu te  to  the a tta inm en t of the  helping goals.

e. Physical Structure and Safety -  includes loca tion  and  design; facilities 
and  a cco m m o d a tio n ; sanitation and  w aste  m anagem en t system; 
and  em e rg en cy  and  safety measures.

The period  o f assessment by the Inspectora te  C om m ittee  shall be 
co n c lu d e d  w ith in  a c a le n d a r year. The assessment/final report shall be  reviewed 
by the M ANCO M  and  presented to  the EXECOM a nd  during the National 
M a n ag e m e n t D eve lopm ent C on fe rence  (NDMC). C once rned  Offices Bureaus 
Service Unit (OBSU) shall be  tasked to  respond to  specific  recom m enda tion  for 
im provem ent o f a particu la r centers/institutions as well as generalized policy 
recom m enda tions re la tive  to  DSWD operations of centers/institutions.

VI. Functions 

A. National Inspectorate Committee

1. C om e-up  w ith benchm ark  of centers/institutions' com p lia nce  to the 

established standards;

2. Determ ine the classification of the centers as basis for rational resource 

a lloca tion ;

3. R ecom m end policies and  recom m end  actions for enhancem ent of 

centers operations;

4. Provide re com m enda tion  on scientific and  ana ly tica l studies as basis 

for po licy  reco m m e nd a tion  and p rogram  enhancem ents.

U.O. II  s. 2007 or Revised Standards on Residential Care Facilities
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The Com m unity-Based Service Unit (CBSU) o f the  Social W elfare and 
D eve lopm ent Services (SWDS) Division o f PMB shall serve as the  Secretariat. It 
shall undertake  the  follow ing:

1. Plan and  co o rd in a te  m onitoring visits of centers/institutions;

2. Ensure p roper docu m e n ta tio n  and  processing of the d a ta  genera ted  
during ce n te r assessment;

3. Follow-up co n ce rn e d  fie ld o ffice  and  CO OBSUs on u p d a te  on the 
im p lem en ta tion  and  com p le tion  o f the  recom m enda tions of the 
Inspectora te  C om m ittee ;

4. M on itor the im p lem enta tion  o f the re co m m e nd a tion  of the 
C om m ittee  every three months a fte r the latest assessment;

5. C onsolida te  Inspectorate  C om m ittee  reports;

6. Prepare reports and  presentation m aterials required by the 
C om m ittee , the MANCOM, EXECOM and  NMDC.

7. Prepare for and  co o rd ina te  C om m ittee  m eetings;

8. M onitor and  fo llow -up agreem ents re a che d  by the C om m ittee ;

VII Composition

Under the  d irec t supervision o f the Undersecretary for the  Operations and 
C a p a c ity  Building G roup (OCBG), the N ational Inspectorate  C om m ittee  shall be 
com posed  o f the  fo llow ing:

Chairperson - Head, Program M a n ag e m e n t Bureau
Co-Chairperson - D irector (from the m embers; on rotation)
M em bers - Director, Standards Bureau

Director, Adm inistrative Service 
Director, Financial M a n a g e m e n t Sen/ice 
Director, Human Resource M a n ag e m e n t and 
D eve lopm ent Service

Perm anent a lte rna te  representatives shall be identified  for every principal 
m em ber o f the C om m ittee .

VIII Methodology

Inspectora te  Team shall c o n d u c t a c tu a l m onitoring, eva lua tion  and  assessment 
on the over-a ll ope ra tion  and  m a n ag e m e n t o f the cen te r/res iden tia l ca re  facilities with 
focus on the  five areas o f operations m en tioned  in p roceed ing  item  V thru the follow ing 
m ethodologies.

1. Adm inistration o f Assessment tool (Annex B)
2. Cose records review
3. Interview  w ith  the Head Social Workers, se lected  staff a nd  residents
4. Focus g roup  discussion w ith staff and  residents/clients.

The co m m itte e  shall in all instances c o n d u c t on exit co n fe re n ce  with the 
conce rned  Field O ffice.
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The Inspectorate  C om m ittee  shall submit w ithin 15 days a fte r e a ch  cen te r's  visit 
the fo llow ing reports to  the Unclersecrefarv for O perations e nd  C apab ility  Building 
G roup (OCBG):

> Assessment report of individual cen te r per work area.
>  C onso lida ted  report conta in ing  genera l findings and  recom m endations.

IX Reports

X Financial Requirement

Source o f funds for the supplies and  o ther expenses to  be incurred during 
m eeting of the C om m ittee  shall be cha rged  against the PMB's regular fund. However, 
transportation expenses and  per diems of the Inspectorate  C om m ittee  m embers shall 
be  ch a rge d  against their respective o ffice  funds.

XI Effectivlty

This Adm inistrative O rder shall take  e ffe c t im m ed ia te ly . All previous issuances 
inconsistent w ith this O rder ore hereby repea led /revoked  accord ing ly .

Issued in Quezon C ity t h i s ^ ^ ^  day  o f^-^ ^  2010

?AZON JULIANO SOLIMAN
Secretary

I

A-;C^RTIFIED COPY:

MYRNA H. REYES
Officer In-Charge 

Records Unit
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DSWD Residential and Nan-Residential Facilit 
J u n e  24, 2010

A n n e x  A

; ..-RESIDENTIAL T NON-RESIDENTIAL
TotalSECTOK

.
LOCATION , 

(R egion) 'iA M S d l^ E N T E R '
-LOCATION

(R egion)

deception & Study 
Center for Children

NCR, CAR, II, III, V, VII, 
VIII,IX, X, XI, XII 11

^m or Village III 1
Hoven tor Children NCR , 1 2
Lingap Center HI 1
Nayon ng Kabafaan NCR 1
Marillac Hills NCR 1

Home for Girls
1, 111(2), IV-A, 

VI,VII,VIII,IX,X,XII, 
Caroga

1 1

Sub-Total 28 0 28
Youth Hostel IX 1

Youth in N eed  of
Notional Training 
School for Boys (NTSB) IV-A 1

(YNSP) Regional Rehabilitofion 
Center for Youth 
(RRCY)

1,11, III,1V-B, V, 
VI,VII,VIII,IX,X,XI, XII, 

Caroga
13-

Sub-Tolal . ’■ • - -V is , ' 1 0„ 15

W om en in 
Especially Difficult 

C ircum tances

Haven for Women
1, III,IV-A,VI, VII, VIII,IX,X, 

NCR
9

SonctuarY Center NCR 1

INA Heoling Center NCR 1

YNSP an d  W om en Hoven for Women and 
Girls

CAR, II, V, XI 4

Sub-Total . 1 4 , IS

O lder Person

Golden Acres: Haven 
for Elderly

IV-A t • “

Home for the Elderly/ 
Aged

IX.XI 0

Sub-Total 3 0 3

Person witfi 
Disability

Elsie Caches Village NCR
National 
Vocational 
Rehabilitation 
Center (NVRC)

NCR 1

Area Vocational 
Rehabilitation 
Center (AVRC)

1,VII,IX 3

Rehabilitation
Sheltered
Workshop

NCR 1

Center tor 
Handicapped

XII 1

Sub-Total * * • . 6 7

Individual and  
Family in Crisis 

Situation

Jose Fabello Center NCR 1

Processing Center tor 
Displaced Person

IX 1

Sub-To lal. - 2 . « . 0 2

GRAND TOTAL' 63 .V, rt ■ 70

• RRCY in CAR not in c luded

••With Older Dersons/clients still at former location in Bogo Bontoy, Quezon City
Home for Boys in Region V was closed, while Home for Girls was converted into on RRCY per SO 827 senes of 2010



National Inspectorate Monitoring Tool for DSW^ Centers and a n n e x  b

Residential/ Facilities

Work Areas Complianl Non
Compliam

/. A D M I N I S T R A  T I O N  A N D  O R G A N I Z A  T I O N

A. Functional O rganizational and

M anagem ent S tructures

S ta ff  supervision shall be done on a
regular basis as fo llow s

a. At least one and a h a l f  (1 I/2) hours 
o f  one to one superv is ion  each 
m onth  and superv isory  notes 
available

Specific Findings/RecoinmeniiLttiDns

b. N ew  s ta ff  are superv ised  at least -  
one (1) hour every  tw o  w eeks 
during the first 6 m onths  o f  their 
em ploym ent.________________________

c. Supervision is done  one hour per 
w eek

2. S ta ff  m eeting
a. M onthly  m eeting  o f  p rogram  s taff  

is conducted  w ithin  the 
d iv ision/unit to d iscuss issues and 
concerns on the m an ag em en t  o f  the 
agency or facility and 
im plem entation  o f  its p rogram s and 
services

b. D iv is ion /unit m eeting  is conduc ted  
m onthly  with  p roceedings available

c. General assem bly  is held once a 
m onth  to all the adm inis tra tive  and 
program  s ta f f  o f  the agency  with 
proceedings available_______________

3. Orientation to S ta ff

a. All new  personnel including 
contractual em ployees  receive basic 
orientation about the a g e n c y ’s 
services within one w eek  from  the 
date o f  assum ption  to duty__________

b. Follow -up orien ta tion  is 
every year from  the 
assum ption  to duty

provided  
date o f

c. Follow -up  orien ta tion  is p rovided 
six m onths from  the date  o f
assum ption  to duty__________________

Strategic and operational plarming



Work  Area: Compliant Non
Compliani 'ciflc Findings  Reconimcnilniions

system

a. A tw o-year strategic plan based on 
a set o f  desired  ou tcom es for the 
residents is fo n n u la ted  and 
translated into w ork  and financial 
plan

4. A three-year strategic  plan is 
formulated and  translated  into a 
work and t'mancial plan reviewed 
and updated annua lly  to determ ine 
whether these are responsive to the 
needs o f  the residents .

A five year strategic  plan is 
formulated and transla ted  in a work 
and financial plan. Institutionalized 
conduct o f  annual p rogram  review 
and evalua tion  w ork sh o p  to assess 
past perfo rm ance /  accom plishm ents  
and to re-plan re-direct activities 
based on S W A ’s V M G .

Policy-m aking process and 
procedures

a. The polic ies  are written, 
d issem inated  and im plem ented.

b. S taff and res iden ts  are consulted  in 
the rev iew  and  form ulation  o f  
policies;

c. Research activ it ies  or impact 
evaluations/ s tud ies  are conducted 
or institu tionalized as basis for 
planning.

t

5. Ethical conduct

a. There are writ ten  and clear policies 
govern ing  conflic t  o f  interest and 
ethical s tandards  in dealing with 
residents.

b. Conduct "ch a rac te r  o f  the m on th” 
activity in the w orkp lace  i.e. am ong 
staff  and res idents1 " --

c. Planned ac tiv ities / set indicators o f
character for the m on th  and its
sustainability  (check lis t  for staff
and residents)

1
1 B. Efficient Financial R esource  M anagem en t1——̂---------------------------------------------------------- -—------

1. Financial m an ag e m en t  system.



1

Work Areas C n m p l ia n i

a. T here are written and operational 
policies, system s and p rocedures  on 
t'lnancial transactions; all financial 
transactions and report from  fund 
sourcing, receipt o f  financial 
donation  and utiliza tion are 
transparent and docum ented ; 
d isbursem ents  are covered  by duly 
authorized vouchers  and are 
subjected to annual internal and 
external auditing

2. Fund allocation -  there shall be 
adequate funds for program  
im plem entation which is not less than 
70% o f  the total budget and for 
adm inistrative expenses  o f  not more 
than 20%  o f  the total budget.__________
a. Availability  o f  trust fund  to ensure 

the financial stability o f  the agency  
for its intended beneficiaries

C. Material R esource M anagem en t

. Property M anagem en t

a. Conduct o f  Sem i-A nnual Inventory 
o f  Property  and Equipm ent

b. C onduct o f  S em i-A nnual and 
Annual Inventory  o f  Supplies

c. Presence o f  updated  Property  S ticker 
on P roperties/equipm ent

d. Property and E qu ipm en t are issued 
with corresponding  P roperty  
A cknow ledgem en t R eceipt (M C  2 s. 
2004)

e. S ubm ission  o f  Build ing  and 
Structure Inventory R eport  (Form )

f  S ubm ission  o f  Real Property  Profile 
(Form 2)

g. S ubm ission  o f  C onstruction  and 
Flepair P rogress Report

h. S ubm ission  o f  C onstruction  and 
Repair (Form  3)
[. Annual insurance coverage o f  facility 

and its content 

. Annual M otor V ehic le  Insurance

Non
Compliant

i f ic  Findings RecoDinicniLiiion.s



Work A rea s Compliant
Non

Coniplianr
: i f i c  F i n d i ) i g s  R e c o r i i iv c iu l i i i  I o i l  \

registration
k Annual vehicle m ain tenance
1. Facilitation o f  Land Registration  and
D ocum entation

m N on-presence o f  in form al settlers 
inside facility co m p o u n d  (Form  5)

n. Subm ission o f  report on U nserv iceable  
properties and w aste m ater ia ls  for 
disposal _ S em i-A n n u a l_  Annual

o. Subm ission o f  status R eport  on lease_. 
Rent or A greem en t on Land Utilization 

(M C 14 s. 2006)_____________

2. Facilities/assets -

a. All assets and facilities are 
docum ented  and insured',  annual 
inventory be ing  done to m onitor 
acquisition/ p rocurem ent,  
utilization, d istribution, disposal, 
repair and m ain tenance_____________

b. Available budget for the annual 
repair and m ain tenance  o f  
equipm ent and facilities

c. A capital ou tlay  for perm anent 
im provem ent is carried  out

2. Receipt o f  n on -m oneta ry  donation

a. There are w ritten  and operational 
policies for securing,
acknow ledging , a lloca ting  and 
d istributing non-m onetary
donations for transparency 
purposes. T hese  should  be just ,  and 
equitable, properly  recorded and 
accounted for.

b. The o rgan iza tion  fo llow s certain 
policies and p rocedures  but these 
are not written

c. There are no k n o w n  policies in 
written and unw rit ten  form

3. Facilities H ou sek eep in g  and 
M aintenance

a. Annual M ain tenance  and Repair 
Program

b. Doors and locks are in good 
w orking order
c. C eiling  tiles are intact



Work A r c ( omphani
Non

CoinplianI
^ccijic Findi)igs K c c ( ) n i i i k ' i u l j i i i > i t \

undam aged  and in place

d. Ceiling fan blades are safe and 
clean

e. There are on signs o f  w eather, 
disaster d am ag e  or m old  grow th in 
the facility

f  All w in d o w s are unbroken  and 
free from any type o f  dam age

D. Human Resource M an ag em en t and 
D evelopm ent ,

1. Recruitment, selection , hiring  and 
retention system
a. There are w ritten  policies for 

recruitm ent spec ify ing  am ong  
others the qualifica tion  standards 
for each posit ion  and the criteria for 
the selection process  consistent 

i with Civil Service rules and 
regulations.

1
1

2. Staffing -  appropria te  nu m b er  o f  s ta ff  
are hired and m ain ta ined  based on the 
num ber o f  residents  under  care and the 
nature o f  p rogram s and services being 
provided. T he  m in im u m  staff  
com plem ent are as follow; 

a. Head Social W o rk er  III (S W O  111)

1

b. Supervising Social W orker  (SSW ) 
(as applicab le) -  one for every 5 
SW  supervisees and at m ost 10 
o ther non-socia l work/technical 
staff.

1

»' One for every  4 social workers 
and at m ost 7 o ther technical 

j s ta ff

1

i One for every  3 social w orkers 
and at m ost 4 o ther technical 
s taff

c. Direct Social W orkers  (SW s) -  
num ber o f  S W s will depend  on the 
type o f  residents  and actual num ber 

1 o f  cases at any g iven  time.

d. A dm inis tra tive  Superv isors  and 
Superv is ing  H ousepa ren ts  -  one for 
at m ost 15 non-socia l w ork  staff/ 

i houseparents /  adm in is tra tive  s ta ff

e. H ouseparen ts  (HPs)



Work Are/ Compham

One for a 24 -h o u r shift and shall 
not render for tw o consecutive 
days with  corresponding  
com pensa tion  or d ay -o f f  based 
on actual n u m b er  o f  hours served 
in excess o f  the regular 8 
w orking hour

One for a 12 hour shift with 
corresponding  com pensa tion  or 
d ay -o ff  based on  actual no. o f  
hours served in excess o f  a 
regular 8 w o rk in g  hours__________

One per 8-hour shift with one 
reliever.

f. C ook/s (as applicab le) -  one per 
facility, except for those  catering to 
older residents w ho  can perform  the 
tasks as part o f  their  daily  activities

Non
ConiplianI

g. Administrative Staff/Aide -  at least 
one staff for every division/section of 
the agency___________________________

h. Licensed Security Guard/s (as 
applicable) -  with relevant training; 
one per 8-hour shift with one 
reliever; and to consider the number 
o f  residents being served especially 
for those children in conflict with the 
law (CICL)

i. Presence o f  security system within 
the facility for those that do not 
employ the services o f  security 
guards______________________________
Driver
^  One per vehicle  ( i f  applicable)

Hired on a full t im e basis
k. O ther qualified  p rofessionals  and 

specialists (as necessary)
Other qualified professionals and 
specialists (as necessary)such as 
doctor, registered nurse, 
psychologist, occupational
therapists and physical therapists; 
special education teachers, 
helpline counselor, information 
officer/advocacy worker,
manpower development officers, 
etc.
Depending on the type o f  residents 
being serve and helping

^eciftc Findin^z'^ RL'coninicikiimdiis



Work Arec CompHan! Non
Compliant ecif ic Findings RecoiumcudLiUon^

interventions needed, these 
personnel may be hired on 
retainer, contractual or MOA 
basis.
C om ple te  s taffing  pattern

3. Training and dev e lo p m en t
a. Basic orien ta tion  for new ly  hired s ta ff  

to include a g e n c y ’s V M G , types/ 
characteristics o f  residents  being 
served, p rog ram s and services, 
guiding principles, rules and 
regulatio.ns and their respective roles 
and responsibilities

Provided w ithin  one m onth  upon 
assum ption  o f  duty

Provided after a m onth  upon 
assum ption  o f  duty

No orien ta tion  provided
b. Continuing train ing p rogram  for all 

s taff  appropria te  to residents  being 
cared for is p rovided  to upgrade and 
acquire new  skills  and  com petencies.  
This shall cover  the following 
concerns:

at least 40 hours in a year

^  80 hours/year (10 days)

240 hours /year  (30 days)

60 percent o f  the s ta ff  are 
provided and /or  accessed to 
specialized tra in ing  locally per 
year

^  S taff  on ro tation  basis are 
provided and /o r  accessed to 
specialized tra in ing  abroad per 
year; or a ttendance to regional/ 
international tra in ings conducted  
in the Philipp ines

c. Coverage o f  con tinu ing  train ing 
program m ay include any o f  the 

; following:

R elevant International 
C onven tions/  D eclara tions  and 
national/local legislations for the 
care and p ro tec tion  o f  the 
residents under care;

d. Career pa th ing  and deve lopm en t



Work Are( (- 'oiiipliaiil Non
Compliant >eciflc Findings  Rccoiuiueiukinons

^  A program  for career pathing 
and deve lopm en t is developed 
and im plem ented  by  the agency

C areer dev e lo p m en t plan is 
m onitored and evalua ted  on an 
annual basis

^  Career dev e lo p m en t p lan  is 
m onitored and evalua ted  every  six 
months

4. S taff support services
a. C ounseling/S tress D ebriefm g

^  Individual and /o r  group 
counseling/stress debrie fing  is 
provided w h en ev er  necessary

Critical incident stress 
m anagem ent activ ities  are 
conducted tw ice  a year

^  Critical incident m anagem ent 
stress activities are conducted  
once every quarte r

b. Support m echan ism s are in place, 
which include but are not limited to:

I  > Social insurance system , i.e GSIS, 
! SSS and M edica l incom e

Annual physical,  and medical 
exam ination

r- Annual rest and  recreation 
activities

Technical sharing  sessions on 
know ledge and skills  am ong  s ta ff

^  Team  build ing  and other 
organizational deve lopm ent 
activities

{ There is an ex is ting  retirem ent 
plan for the s ta f f

A health insurance program  is 
afforded to all personnel

z' Annual psycho log ica l  eva luation

5- Perform ance Appraisal System

a. Tool for p e rfo rm ance  appraisal is 
developed and im plem ented  
establishing s tandards  for quantity  
and quality o f  ou tput,  t im eliness  o f  

; results, m an n er  o f  perform ance,
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effectiveness in use o f  resources, and 
includes trait-based criteria  (personal 
character and attributes) both  in 
dealing with  co-w orkers  and residents

b. Perform ance appraisal is used as 
basis for perfo rm ance  bonus  and 
other forms o f  incentives

c. Perform ance appraisal 
basis for p rom otion

is used as

d. A ssessm ent o f  s ta ff  perfo rm ance  is 
based on agreed upon  p lans  and 
targets and system atic  feedback 
m echan ism s on its result are installed 
V Sem i-am iually  

Done annually

Non
Compliani ■pecif'jc Findings RecoinnicniLi i iaii^

6. C om pensation  system

salaries, benefits and incentives  are 
given in accordance  with the Salary 
Standardization  Law, Civil Service 
Com m iss ion  rules and regula tions 
and other re levant laws and 

_____ governm ent policies__________________

Collective
Agreem ent

N ego tia t ion /

Collective bargain ing  agreem ent is 
signed and im p lem ented

7. V olunteer m an ag em en t (as applicable) 

a. W ritten and im plem ented  policies on 
m obiliza tion o f  volunteers,  such as 
but not limited to:

V olunteer qualif ica tions  relevant 
to the jo b  to be perform ed, 
recruitm ent, training, dep loym ent,  
rew ards and recognition , and 
d iscip linary  m easu res  on acts that 
are detrim ental to the w elfare  o f  
the residents

System atic  recruitm ent,  orientation 
dep loym ent o f  vo lun teers  are 
written and im p lem en ted__________

Support m echan ism s  to include 
processing  o f  experiences  and an 
exit in terview or eva lua tion  o f  the



Work Are ComplianI

volunteers are in place

V olunteers  are included in the 
training and skills enhancem ent 
program ___________________________

8. Discipline

a. Appropriate  com pla in ts  and grievance 
sys tem /m ach inery  is in place and 
functional o f  w hich  progressive 
discipline system  is properly 
adm inistered

b .C om pla in ts  and grievances  addressed 
and resolved

E. Availability o f  S upport  Services

General services
a. Policies and system s on transactions 

involving p rocurem ent,  repair and 
m ain tenance o f  building/facilities, 
vehicles and eq u ip m en t are written, 
operational and properly
docum ented.

Non
ComplianI

pecific Findings- RcccvvmeihkiHorn

b. T im eline for processing 
transaction is indicated

each

c. Period for each transaction is 
com pleted  w ith in  a m in im u m  o f  15 
and a m ax im u m  o f  60 w ork ing  days, 
depend ing  on the requirem ents  and 
nature o f  the transactions

2. Information M an ag em en t System
a. R ecord ing  o f  adm inis tra tive  and 

program files captures critical 
organizational events, and 
s ignificant in fo rm ation  on  cases o f  
residents in aid o f  organizational 
dec is ion-m aking , policy  and 
program  deve lopm ent,  research and 
deve lopm ent as well as for 
m anagem en t and accountability  

 purposes_____________________________
b. Feedback m echan ism  such as 

suggestion  box, public  satisfaction 
survey, etc. is installed and 
operational. It is utilized in 
determ in ing  areas for im proving  
quality o f  service delivery___________

(.:. Inform ation com m unica t ion
technology  (ICT) devices  including



Work Area

ICT system, i.e. hardw are ,  software, 
are available and functional

Advocacy and social m arke ting

a. lEC M aterials
Existence o f  updated  social 
m arketing and advocacy  plan and/or 
lEC m aterials acqu ired  from other 
agencies re levant to the situation o f  
residents under care and the 
program s and services being 
provided._____________

Compliani
Non

Compliant ecific Findiniis Rcconinicndiiiioii.s

. '\vailability and accessib ility  o f  lEC 
materials p roduced  by the agency

A gency has no lE C  m ateria ls
b. Advocacy and social m arketing 

activities for public  aw areness  on the 
■ssues affecting the residents to 
improve public response; and for 
generating fund support.
^  C onducted at least once a year 

C onducted at least once a year 
Not conducted  at all

II. Program M anagem en t

A. Clear W ritten Program  Plan is Available
1._____ The plan is consis ten t w ith  the goals 

and objectives for the residents 
considering their priority  issues to be 
addressed, expected  output, time 
frame, resources needed  and 

______ responsible person._____________________

2. The plan form ulated  is supported  with 
baseline data and  situational analysis

3. A plan developed in consulta tion  with 
the residents, s ta f f  and o ther concerned 
stakeholders

4. Plan developed  well articula ted by 
s takeholders involved in the planning 
process

B. Im plem entation o f  p rogram  and services 
is guided by the a g e n c y 's  policies and 
procedures________________________ _

I . i’rogram /service m anual
a. There is a w ritten  and operational 

program /serv ice  m anual indicating 
the policies, p rocedures,  strategies



Work Arei

and guidelines o f  each  program , 
service and help ing  intervention 
im plem ented  in the facility with 
adequate co rrespond ing  resources.

Cnmpliaiil

2. M anagem ent Support
a. The m anagem en t supports  program  

im plem entation  th rough  provision 
o f  timely and necessary  resources 
and authority  or pow er to 
im plem entors to undertake the 

______ planned activities___________________

Non
Compliant )ecific Findings Rec()ini)}c)uLiiit))i\

Im plem entation  o f  activities
a. The 75%- 100% o f  the p rogram  o f  

activities are im plem ented  as 
planned_____________________________

b. Less than 75%  o f  the p lanned 
activities are im plem ented__________

c. N one o f  the planned activities are 
im plem ented________________________

4. Institutional liiikages with o ther GAs, 
N G O s/PO s in im p lem en ting  p rogram s

a. There is an es tablished and fully 
functional m echan ism  to sustain 

 inter-agency linkage________________

5. Refen~al system  is in p lace

6. Existence o f  innovative p rogram /s  or 
strategies im p lem ented  with  proper 
docum entation.

C. M onitoring is in p lace and conducted  on 
a regular basis____________________________

.. M onitoring o f  program /serv ice  
im plem entation

a. A m onitor ing  system  has been 
institutionalized and is fully 
functional

b. There is no m on ito r ing  system  
installed

2. Report on the status o f  program  
im plem entation________________________

3 The report includes in form ation  on 
funds utilization

4. A ccom plishm ent Report

.1 . Quarterly  acco m p lish m en t report 
prepared by the s ta f f  invo lved  in 
program  im p lem en ta t ion  and
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properly noted by the concerned  
s t a f f  superv iso r____________________

b. S ta ff  m on th ly  accom plishm en t 
reports subm itted_______________

c. Sem i-annual agency 
accom plishm en t report com plied  
with the s tandards reporting 
prescribed by sec, dsw d  and/or 
funding agencies____________________

Compliaiil
Non

Compliant icijic  Findings Recomwinuianons

5._hiventory o f  cases  - tu rn ed -a ro u n d  
___period o f  cases served_________________
6. Review o f  records, incident logbook

a. The Center/Insti tu tion  m ain tains 
record or logbook  o f  all significant 
incidents encoun te red  in 
p rogram /serv ice  im plem entation. 
The superv isor or concerned  s ta ff  
reviews the said record or logbook 

 and take appropria te  action_________

b. M onitoring  tools  are form ulated to 
check on the progress  and /o r  gaps 
in im p lem en ta t ion  as well as basis 
to rem edy the gaps__________________

c. D ialogue w ith  residents  at least 
once in a quarte r;  docum enta tion  o f  
best practices

D. Evaluation

Program E valua tion

a. Annual assessm en t o f  plan vs. 
A ccom plishm en t is done, result o f  
which is u tilized as basis for 
program p lann ing  and enrichm ent,  
am ong o thers  with the partic ipation  
o f  the res idents ,  s ta ff  and o ther 
stakeholders.

b. M id-year assessm en t o f  plan vs. 
A cco m p lish m en t is conduc ted  as 
basis for re -focusing/re-d irec ting  
and re-targe ting  to address 
im p lem enta tion  gaps._______________

c. hnpac t  eva lua tion  conduc ted  every
3 y e a r s _____________________________

2. Utilization o f  the results o f  program  
eva lua tion /assessm ent 

d Results
o f  the assessm en t  are a lw ays
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utilized in the 
m odifica t ion /deve lopm en t o f  
program s/po lic ies  ____________

F-^eedbacking to the benefic iaries  and 
partner agencies

a. Results o f  eva lua tion  are always 
feedback to the p ro jec t  beneficiaries 
and partner agencies ,  i f  necessary

Cnrnpham
Non

Compliant

///■ c ase M anagem ent

A. Cases Served-2009 (old and new ) and 1̂ ' 
Quarter o f  2010

B. No. o f  clients w ith  court and legal 
processes (C arry -over o f  2009  1̂ ' quarter 
o f  2010
1. With court cases
2. With legal process

C. Status o f  Active C ases  (1^‘ Q uarter  o f
2 0 1 0)

D. Length o f  Stay (C arryover  o f  2009-1^' 
Quarter o f  2010.

E. Frequency o f  m eetings /confe rence
F. Frequency o f  individual and group 

activities (2009 and 1 Q uarte r  o f  2010)

N ew Old

cific Findings RcconniicmiiiiKnis

T o ta l

B. Caseload o f  S ta ff

1. Social W orker -  one full t im e social 
worker for;

a. At m ost 25-30  m ixed  cases o f  which  
intensive cases should  not exceed  10 
cases for casew ork ; for C IC L the 
ratio w ould  be 1:10-15

Caseload is focused  on one specific 
nature or type o f  case.

N um ber o f  cases is less than 25

b. At m ost three (3) groups for 
groupw ork  with not m ore  than 7 
m em bers per group.

At most two groups

___ Handles one group____________________

H ouseparents  -  one housepa ren t  per shift 
for a num ber o f  residents  as follows; (pis. 
check appropria te  ind icators  to the 
residential care service that is being
assessed

a 1:5 healthy ch ild ren  aged  birth to 3

-------i



Work Arec ''nmpliani

years old

h. 1:10 healthy ch ildren  aged 4 to 6 
years old

c. 1:15 healthy ch ildren  aged 7 to 12 
years old

d. 1:20 able-bodied  ind iv iduals  aged 13 
to below  18 years old

e. 1:25-30 able bod ied  ind iv iduals  aged 
18 and above.

f. 1:10 bedridden  or sickly older 
persons

g. m entally-challenged individuals; 
(upper trainable 1:15; low er trainable 
1:10; profound cases  1:5)

h. 1:20 with hearing  im paired
i. 1:15 with physical d isabilit ies
i . 1:15 with visual im pairm ent
k. 1:10 to 15 cases o f  C IC L

Caseload is reduced to at least 3

Caseload is reduced  to 50%  o f  the 
m in im um  cases

In case o f  m ixed  age group, where 
younger children are housed  together with 
older ones or adult res idents ,  there should 
be a houseparent for a m ax im u m  o f  30 
residents

Non
Compliant

C. Helping Process Yes

ecific Findings RccontDicnticiiion^

No

Each resident has w rit ten  case plan based 
on the result o f  intake and  assessm ent o f  
his/her problem  situation. Throughou t 
the fo llowing process ,  active 
participation and se lf-de term ination  o f  
the residents and their fam ilies/rela tives 
are elicited.

Intake and assessm ent

a . i .  Intake in terv iew  und er tak en  after the 
resident w as given som e tim e to rest 
and calm dow n, but initial 
information such as nam e, age, nam e 
o f  paren ts /guard ians , p lace o f  origin 
and last know n address  should  be 
gathered w ith in  30 m inu tes  upon 
arrival. Actual in take in terview  
should not go b ey o n d  an hour. 
A ssessm ent should  include the
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physical exam ina tion  report o f  the 
physician________

Presence o f  an interpreter, preferably  
o f  the sam e gender, if  the resident 
cannot articulate h im se lf /herse lf  due 
to age m inority , ilHteracy, language

Clients with at risk behavior, 
re ferra l/endorsem ent to appropriate  
agency is m ade  upon  adm ission.______

a.2. O rientation regard ing  services, 
leveling o f  expectations, 
room /cottage ass ignm ent,  provision 
o f  required set o f  personal c lo thing 
and personal effects are provided  

 im mediately  upon adm ission

Complianl
Non

Complianl

a .3 Pre adm ission  conference involving 
the parents, referr ing  party and center 
staff

a,4 .Proper endorsem ent or referral to 
other agency if  services needed are 
beyond the service capacity  o f  the 
facility 

ecific Findinga^ Rcconiiticiniaiions

Referra l/endorsem ent is m ade  within  
8 hours

R eferra l/endorsem ent is m ade  within
4 hours

a .5 .Social case study report is prepared 
within a m onth  after the intake 
interview and is rev iew ed  or updated  
as required___________________________

Prepared w ithin  two w eeks

Prepared with in  a w eek and review ed, 
updated as needed____________________

b. Problem identification - p rob lem s and 
priorities to be w orked  clearly  identified, 
whether it w ould  be a change in the 
behavior or a change in the env ironm ent 
or both. P rob lem s w ere  identified in 
consultation with concerned  residents

D iagnosis /assessm ent -  reflects 
significant life events  o f  the residents, the 
feelings, b iological, m edical,  p sy ch o ­
social and em otional condition , behavior, 
re la t i o n s h i p ,  safety and security , support 
system as well as the potential for change 
(awareness, w illingness , ability)_________
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d. Goal and contract setting and case 
p lanning -  show s agreem ent o f  the 
residents to partic ipate  in the helping 
tasks, unless he/she is m entally  incapable 
to make the dec is ion  as in the case o f  
infants, toddlers, young  children and 
those individuals w ho are m entally  
challenged. A case plan is form ulated 
within one m onth  after adm ission  
together with o ther m em bers  o f  the 
m ulti-disciplinary help ing  team s taking 
into consideration  the following:
d . l .F o r  abandoned  and neglected 

children, p lacem ent in foster hom es 
or adoptive families, and preparation 
o f  the petition for declaration  o f  
abandonm ent/invo lun tary  
com m itm ent w h ich  should be filed in 
court w ith in  a w eek  after six (6) 
m onths from date o f  adm ission  and/or 
abandonm ent,  while  for those w ho 
are voluntarily  com m itted ,
subm ission o f  com plete  docum ents  
forwarded to D S W D  Field Office for 
m atching w ith in  six (6) m onths after 
s igning the deed o f  voluntary  
com m itm ent or as applicable

d .2 .For those ch ildren  w ho can not be 
placed for foster care or adoption, 
activities for independen t living and 
developm ent o f  life skills or as 
applicable

d .3 .Support system , internal and external

d .4. Result o f  d iagnosis /assessm ent

d .5 .Nature o f  cases, i.e suspected  and 
actual v ictim s o f  trafficking, victims 
o f  violence

d.6 .Birth registration, as applicable for 
i  those children  b e lo w  18 years old 
I d .7 .Preservation and integrity o f  ethnic, 
j cultural, faith and cultural identity

d .8 .Transition activities  for term ination/ 
d ischarge_____________________________

Non
Compliant 'fecific Findings  Rccoiuiiicihlaiu^ns

e. Preparation o f  social case study report
f. Im plem entation  -  activ ities  or help ing  

strategies as reflected  in the case p lan are
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carried out and any change  should  be 
agreed upon with the residents. There is 
m iilti-d iscip iinary/m uhi-sectora l 
involvement w here  relevant 
professionals/ d isc ip lines are involved in 
all phases o f  the he lp ing  process,  i.e case 
conference, consultation , p rovis ion  o f  
specialized services, etc.__________________

Social Case Study R eport updated every 
year____________________

All activities should  be d o cum en ted

Non
Compliani yfic Findings Recoi}inii’nJaii()n.\

Social case study report updated  every 6 
months
M onitoring — use o f  appropria te  tools to 
determine m ovem en t and progress o f  
residents; im p lem enta tion  o f  the 
treatment plan, and identify  gaps am ong  
others. This is done quarterly .____________
Evaluation -  effect o f  helping 
interventions provided to the residents 
are evaluated with proper docum enta tion  
rellecting significant even ts  that took 
place in the process o f  im p lem en tin g  the 
case plan, their feeling  or reactions and 
feedback o f  the residents  are  elicited

Closure and te rm ination  -  written 
policies and procedures  on term ination 
are operational w h ich  cover the 
following concerns:

1.1. C losure/term ination is done w hen the 
helping goals are ach ieved  or when 
the needs o f  the res idents  are beyond 
the service capacity  o f  the faciUty.

1.2. T erm ina tion /p re -d ischarge  plan is 
t’malized with the partic ipa tion  o f  
residents, their fam ilies /re la tives  and 
concerned L G U s as applicab le  at 
least three (3) m o n th s  prior to 
discharge for sm oo th  transit ion

1.3. Conduct o f  exit in te rv iew  and pre- 
discharge conference

1.4. After care services and o ther support 
services are a rranged  prior to 
discharge_____________________________

I ) Follow-up and after care services -  
presence o f  a m echan ism  that m on ito r  the 
situation o f  the residents  from six (6)
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m onths to one year after d ischarge, such 
as eliciting feedback  from  the receiv ing  
LG U s or agencies.

D. Case record ing  and docu m en ta tio n

1. Basic records- all res idents  m ust have  an 
individual case fo lder to include a 
checklist o f  the ff; d o cu m en t

a._____ A dm ission  slip with date and t im e o f  
adm ission; contact add ress /num ber/  
persons; c lo th ing and o ther personal 
care m aterials p rov ided  duly 

_______acknow ledged  by the res idents

b. Intake sheet ind icating  am o n g  others 
reasons for p lacem en t including  letter 
o f  referral

c.__ Social case study reports  indicating  
profile; family co m pos it ion  and 
background; p resen ting  problem ; b r ie f  
background o f  the case, i.e h istory  o f  
abuse, significant events , a tti tudes and 
behavior, s trengths and w eaknesses  
diagnostic im press ion / assessm ent and 

____recom m endations, a m o n g  o thers_______

d.__ Treatm ent plan w ith  clear help ing  
goals/ objectives, ac tiv ities  or various 
helping s tra teg ies/in terventions, t im e 
frame and expected  output. U pdates  
and salient ac tiv ities  done in the 
im plem entation  o f  trea tm ent plan e.g. 
focus counse ling  sessions, contracting  
or other m o d es  o f  behav ior 
m odification  and ag reem en ts  reached 

____ during family d ia logue________________

C omplianf Non
Compliant

e. L ifebook o f  the child

f  Health, m edical,  and dental records 
(growth m onito r ing  chart and 
im m uniza tion  records  for 0-6 years 
old; result o f  physical,  laboratory 

____ exam , medical h istory, etc)____________

c i f i c  F in d in g s .  R e c () in i) ic }n lL i i io n s

_gi_ School records for those  in school

h.___Psychological/psychia tr ic  eva lua tion  
records, as necessary  in the help ing  

____ plan___________________________________

Periodic evaluation o f  re s iden t’s needs 
and progress and rurming records o f  
the case
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Compliant cific Findings/Recomincinlaiions

D ischarge or c losing sum m ary , 
discharge slip_________________________

k. Referral letters and other 
com m unica t ions /  correspondence_____

For those ca tering  to children, the 
following shou ld  also be included

Birth certificate  or any o ther 
recognized d ocum en ts  to establish 
ch ild ’s identity  and age

' Foundling  or death  certificate o f  
parents, as applicab le

' Deed o f  vo lun tary  co m m itm en t for 
abandoned  and neglected  children

■ Court decision, i.e com m itm en t 
order, dec lara tion  o f  abandonm ent,  
disclosure o f  confidentia l records 
for ch ildren  in conflic t with the 
law /victim s o f  v io lence and 
trafficking

• Notit 'ication to parents, publications 
to locate fam ilies  and relatives

H om e study report for those with 
prospective foster/adoptive families

Use o f  E C C D  checklis t for 0-4 
years old

C ontac t/ in fo rm ation  o f  concerned  
L G U s in the m anagem en t o f  
residents

Contract setting  with  
waiver as applicable.

parents or

Cont'identiality -  the re s iden ts’ right to 
privacy shall be respected  at all times. 
Any inform ation  that could endanger  
them and their fam ilies  or that is contrary 
to their best interest should not be 
disclosed directly or indirectly to the 
public and m edia. To guarantee their 
protection, the fo llow ing  m easures  
should be observed:
a. W ritten consen t from the resident 

should be sough t before sensitive 
inform ation is d isc losed

b. Court order especia lly  for those 
children in conflic t with the law and 
victims o f  v io lence  and trafficking
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c. Use o f  coding  sys tem  that provides 
aliases

d. M arking o f  the records as 
“C O N F ID E N T IA L ”

e. Designated p lace  for confidential 
records properly  m arked  “ F O R  
A U T H O R IZ E D  P E R S O N N E L  
O N L Y '’

Written and operational policies on 
records access, use, and  disposal i.e 
classification o f  records  that are allowed 
for sharing am ong  the s ta f f  and the public 
and those records that are confidential,  
shredding o f  u nneeded  records, 
designating authorized  persons, list o f  
destroyed records, etc.____________________

Complianf

Records inventory and disposal is done 
every three years excep t cases o f  adopted 
children there is a designated  place to 
restore s ignifican t/ im portan t records 
properly m arked as “ a rch iv e”____________

Non
Compliant cific Findings. Recuinmcihl'ciiioiis

IV.  Helping S trategies/In terventions

A. Psycho-social care

Use o f  appropriate social w ork  m ethods 
(casework, group w o rk  and com m unity  
organizing)______________________________

3. Critical incidents s tress debriefing

Psychological/psychia tr ic  evaluation

Group dynam ic exercises

Stress m anagem en t activ ities

Family C onferencing  A nd  T herapeutic  
Sessions

B, Homelife

Daily living experience  that are flexible 
and yet balanced w ith  sufficient routines 
and controls to give them  an opportunity  
to clarify values and m o d ify  behavior as 
well as develop a sense  o f  responsibility , 
foster discipline, and s trengthen their 
capacity for dec is io n -m ak in g  and 
relationship with others.__________________

Available criteria to assess coping, 
interaction and leadersh ip  skills o f  
residents.

Criteria to de term ine  level o f
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em pow erm ent o f  residents  adopted

House rules to govern the behav ior and 
conduct o f  the residents. Corporal 
punishm ent and depriva tion  o f  basic 
needs are prohibited  as a form o f  
discipline.________________________________

Work assignm ent should be done with 
the participation o f  the residents and in 
accordance with their age, health, interest 
and capacity. They  should  not be m ade 
to do work for personal services or office 
w ork o f  any personnel___________________

Personal care and other needs are 
provided to each resident as follows:

a. Supervision from the house parents  in 
personal care like sanitation, 
g room ing, brush ing  teeth and o ther 
personal practices____________________

b. C lothing and other personal effects

b.l .Upon adm ission  -  4 sets (2 sets o f  
sleeping clothes and 2 sets 
daytim e clothes including 
bib /m ittens  for infants and 
toddlers); 4 pcs underwear; 1 pair 

 o f  slipper; 1 pair o f  shoes_________

Non
Compliant c i f i c  F i n d i n g s  R e c o m ir w i i i ln i io n ^

b.2 .Quarterly  -  1 pair o f  socks; 1 pair 
o f  slipper. For infants & toddlers, 
at least 2 sets o f  clo thing 
consisting  o f  baby dress & 
underw ear

b.3 .Annually  — 2 sets daytim e 
clothes; 1 set Sunday  attire; 1 set 
for special occasion; 2 sets casual 
attire; 1 pair o f  shoes_____________

c. Toiletries

c . l , 2 face & 1 bath  towel

C.2. I tube 150 ml toothpaste /quarter

c.3. I pc too thbrush /quarter

C.4, 3 bottles 
sham poo/quarte r

200 ml

d. Linen
d . l .  2 bed sheets, 1 p il low  w ith  two 

cases; b lankets  and m osqu ito  net 
(rep lacem ent m ay be done on an 
annual basis and/or as need
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Compliant

arises)

Personal care items p rovided  is increased 
by one set.

Personal care items prov ided  is increased 
by two sets.____________

5. Food and nutrition considers  the 
nutritional, social cultural and health 
needs o f  the residents. M ea ls  served (3 
meals and 2 snacks) are w ell-p lanned  and 
prepared under the superv is ion  o f  or in 
consultation with a d ietician or 
nutritionist. Sam e food is served to 
everyone except w hen  special diet is 

 required._________  ______________________

Weekly p lanned m enu  is prepared

Monthly p lanned m enu  is prepared

ecific Findings Rcc(^nuncihlii I l i n t  ^

C. Educational services

Formal education for prim ary  and 
secondary school-age children is 
accessed to other agencies.  This  is 
monitored every  grad ing  period.__________

Tertiary education  is included.

Adequate school supplies  and financial 
support are provided  to those in school 
such as but not limited to: 2 sets o f  
school uniform . 1 set o f  PE uniform , as 
applicable, school bags, school projects  
and transporta tion as necessary___________

School dropouts  are accessed to 
appropriate accelera tion  and equivalency  
program and a lternative learning system 
(ALS) o f  the D epartm en t o f  Education

Training on protection 
protective behavior_____

and safety, i.e

Literacy class for those w ho cannot be 
enrolled in formal education

D evelopm ent o f  special interest such as 
arts and crafts, dancing , m usic, d ram a 
and other fields as identified in the 
helping process______________________ __

_ _ _ _ _ _ I

E m pow erm ent sem inars /  w orkshops 
based on the ca tegories / types o f  
residents i.e for w o m en  and children 
victim/survivors o f  v io lence (vawc) 
would include , cycle o f  v iolence, laws ,_ J
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Compliant ^ c i f l c  F i n d i n g s ' R e c o n i n i c n c l c V i o n s

on w om en and c h i ld re n ’s hum an  rights, 
assertiveness, p ractic ing  non-v io lence, 
balancing muUiple roles o f  w om en , while 
for older persons on the p revention  o f  
debilita ting ailm ents  in old age and 
capacitating persons w ith  disabilites

4. Provision o f  se lf-enhancem ent 
activities/services for P W D s such as, 
daily living skills, sign language and 
brail am ong others

5. Early ch ildhood care and deve lopm ent 
(ECCD ) for those ch ildren  be low  six (6) 
years old with at least 4 sets o f  E C C D  
materials (picture and story books, table 
games/table b locks and other 
m anipulative m ateria ls , arts and crafts 
and materials for d ram atic  play)

1

Character build ing and values  education  
with at least 4 sets o f  each type o f  E C C D  
materials

Maintains a learning resource  cen ter  for 
the residents

D. Medical and H ealth  and Dental services

1. Annual physical and m edical and dental 
check-up

Specialized medical trea tm ent w ith in  the 
country is p rovided for cases  with special 
medical needs

i
11

Staff  and residents dem onstra t ing  healthy 
eating habits; consc ious practice on health  
and sanitation ;

i

2. Laboratory exam ination i

3. Basic im m uniza tion  for infants and 
toddlers and older persons

1

4. M edicines should  be adm inis te red  
1 . according to the p rescrip tion  o f  licensed 

physician.

1

i
j Residents are provided  w ith  train ing on 
i first aid and on h an d ling /m anagem en t o f  

com m on health problem s.

i

1
. . . . .  j

5. Conduct o f  psychologica l eva lua tion  for 
special cases.

6. Facilitate new born  screen ing  for children.

7. Hospitalization

Specialized m edical trea tm en t outside the
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country is provided for cases with  special 
medical needs

^ __ Alternative family  care

Accessed to l icensed and  accred ited  child 
placem ent agencies  to facilitate ch i ld ’s 
p lacem ent either th rough  foster care or 
adoption who shall assum e the care, 
custody, protection and m ain tenance  o f  
residents for pu rposes  o f  adoption, 
guardianship, foster care, or kinship; or 
independent living for o lder  children.______

Recruits and orients p rospective  foster and 
adoptive families including  kins, conduct 
pre and post adoption  counse ling__________

Participates in the regional and/or national 
m atching conference______________________

Non
Compliant icific Findings Rccomnicniinnon^

C onducts  regular 
and/or foster care

fo rum  on adoption

F. Socio-cultural recreation

1. Celebration o f  b ir thdays and special 
events such as w o m en /ch i ld re n ’s 
m onth/day, family  w eek /  family 
thanksgiving day, nutrition  m onth , and 
other special holidays.____________________

Outing, picnic. 
sports activities

sw im m in g  and other

Sum m er cam p  p rogram ; sum m er 
lyrnpics; pa ra lym pics /ab ilym pics ;  
partic ipation in theater arts production; 
m em ber o f  senior citizen  federation  and 
other sim ilar activities for the hea ling  and 
recovery o f  the residents.______________

a

1 .

Spiritual enliancem ent

All residents are p rov ided  or accessed to 
worship service o f  their choice.__________

O bserves re ligious events

Provision o f  space /room  for the 
ecumenical w orsh ip  o f  residents 
regardless o f  their re lig ion

I [j. Legal/paralegal assis tance

Residents are referred to legal/paralegal 
assistance.

Provided legal counse l o f  their choice and 
given options before tak ing  any legal 
actions.



i
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Compliant ecif ic Findings  'Rccoiiimcndaiioiis

3. Activities are conduc ted  to prepare 
residents before the scheduled court 
hearings; guided during  trials and 
provided de-b rie fm g  sessions after each 
hearing.

Pool o f  law yers ava ilab le  to interpret the 
case proceedings and update  the s ta f f  and 
residents on the progress  o f  the case.

I. Livelihood, voca tional skills/ 
entrepreneurial tra in ing

1. Skills training

2. .lob orientation

3. .lob m atch ing  and p lacem en t

If livelihood activities are im plem ented , 
residents served are in form ed on policies and 
trained to m anage  the project, i.e profit 
sharing, accounting  and bookkeeping , 
earning and savings

Provided capital assis tance for residents 
engaged in l ivelihood activ ities  or access to 
sub-contract jobs /she l te red  w orkshops.

.1. Progressive integration  w ith  family and 
com m unity

\

i

1. Regular co m m u n ica t io n  by im m ediate  
family m em bers  (excep t perpetrator) are 
planned and agreed upon.

1
i1

Provision o f  basic support  services in the 
com m unity  are coord ina ted  with LGU 
concerned and o ther S W A s

!
!1

Netw ork o f  Support  services am ong  
partner L G U s and S W A s in the 
com m unity  are es tab lished

1
i

2. Family re in tegration  shall be pursued  if 
the case study report show s that it is the 
best in tervention to ach ieve the helping 

1 goals

Follow-up is done within  one year

Follow-up is done w ith in  6 m onths
i

i 3. Integration m ay also be in a form o f  
independent/group hom e living 
an 'angem ent, as applicab le

1 V. Physical S tructure and Safety

A. Location and design

r. Accessibility to co m m u n ity  facilities
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a. Accessible to, at least com m unity  
facilities to m eet basic needs such as 
schools, churches, c linic or hospitals, 
recreation centers.

2. Safety conditions in the neighborhood

a. Safety conditions in the neighborhood  
are high or atleast m anageab le .  The 
facility is far from  dangerous 
structures like gas and p ow er stations, 
conflict areas, cliff, rivers, or safety 
measures are installed to prevent loss 
o f  life and harm  to physical and 
health condition that m ay be caused 

________ by these structures/ e lem ents______

3. Accessibility Features

Presence o f  rail, ram p and toilet and bath
for PW D s in com pliance  
Paimbansa 344 s. 1995

to Batas

4. D oorw ays into com m unal  areas, room s, 
bathing and toilet facilities and other 
spaces to which a w heelchair  users have 
access should have a clear opening  o f  at 
least 85 cm or .85 meter.

5. All room s are adequate ly  lit, w arm  or 
cool enough, w ell-ventila ted  by m eans o f  
w indow s that can be opened  easily by the 
staff, and/or functional air condition ing  
system s/coolers /fans/exhaust fans in 
toilets and kitchen and in all enclosed 
areas.

^yecific Findings Rccoivmcndaiions

Facilities and Structures 

a. The design, lay-out and  furnishings 
create a p leasan t dom estic  and 
therapeutic en v iro n m en t consistent 
with the fac il ity ’s m anda te  and is 
appropriate to the age, needs, culture 
and ethnic b ackground  o f  the 
residents.

Lighting and ventilation

a. Lighting in co m m u n a l  room s is 
sufficient and appropria te ly  designed

Security structures

b. Security structures that create a
prison-like setting shall not be
installed. W in d o w  grills m ay be

_  installed provided  that it can be
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opened easily in case o f  em ergency

c. Call system s or accessib le  alarm 
facility are s trategically  located or are 
provided in every  room  ___________

d. Piped-in music; video for
m onitoring, p rov ided  it is m anaged  
by responsible s ta ff  and for specific 
puipose

B. Facilities and acco m m o d atio n

1. Written policies and p rocedures  to guide 
em ployees notes care and superv is ing  
client

2. Written policies and procedures  respecting  
 food and drinks to be given to client______

'omplianl
Non

Compliant

Written policies and p rocedures  for the 
safe release o f  client

4. Universal precautions are practiced

Allergies are posted  and  s ta ff  in form ed

6. Clients instructed 
 hygiene___________

and practice good

7.__ Hazardous m ethods  are inaccessible o f  
____clients particularly  children______________

8. Baisic utilities for com m unica t ion ,  
electricity, adequate po tab le  w ater are 
available and p rov ided  to s ta ff  and 
residents.

Availability o f  fax m ach ine and other 
means o f  com m unica t ion

C om puter with internet connection

9. There is a designated room  for a variety 
o f  social, cultural, re ligious, official and 
personal activities w ith  adequate  space 
for use o f  the s ta ff  and residents , w hich  
include but not lim ited to the following:

a Bedrooms

a.l o f  the

a .i .

Should not be part 
com m unal/ l iv ing  areas

R oom  d im ensions  and lay-out 
options have space o f  about V2 

m eter on either side o f  the bed to 
enable access for ca reg iver and 
for any equ ipm en t needed

a.3. R oom s for P W D s with 
accessibility  feature and with

ecific Findings Rccoinnicnclaiions
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enough space in betw een  beds for 
their w heelchair

C omplianl

a .4 R oom s shared m easuring  about 
24 sq. m are occup ied  by no m ore 
than four (4) adult resident, or 10 
infants or 6 toddlers. For those 
facilities ca tering  to V A W C , 
w om en and their children can be 
accom m odated  in one room  not 
exceeding  6 ind iv iduals  per room.

a .5. In case o f  a do rm ito ry  type room 
m easuring about 100 sq. m, 
div id ing the room  into cubicles 
for privacy m ay be adopted with 
no m ore than  15 residents  per 
dorm itory / quarter.

a.6. Each resident has h is/her ow n bed 
(no double deck  beds for young 
children), a s to rage /cab ine t for 
clothing and o ther  personal 
belongings,

a .7. N o basem ent shall be used as 
s leeping acco m m o d a t io n  unless 
declared fire-safe by the 
concerned go v ern m en t authorities

a .8. No resident such  as O lder 
persons/persons with
disability /children  w ith  difficulty 
negotiating s ta irw ays shall be 
placed in a bedroom  above or 
below the floor level, or upper 
deck bed.

Non
Compliant

/eciflc Findings  Rec(>nu)icihi(.iiKins

a.9. N o resident shall occupy a room  
with m em b er o f  the opposite  sex 
unless they are im m edia te  
m em bers  o f  the sam e fam ily  
Doors shall have  visual opening  
for visual check  by the staff-on- 
duty__________

Living/com m unal areas and facilities
b . l .  There is a des ignated  area for 

relaxation, leisure or receiving 
visitors separate  from  bedroom  
and dining room , m easu r ing  about
4 sq .m /resident including  open 
space for ou tdoor activities.
A separate area or garden  space
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for reflection

C om pliant

b.2. O ther recreational 
facilities/supplies/ m ater ia ls  (at 
least 2 sets board  gam es, 2 pcs 
basketba ll/vo lleyballs ,  1 set 
badm in ton  or table tennis for a 
group o f  25 individuals) are 
provided____________________

b,3. C ouch /rock ing  chairs
(one /houseparen t caring for
infants and one for every  two 
o lder persons)

c. B athroom s and w ash ing  facilities
c . l .  O ne functional bath room  and 

toilet w ith  at least tw o lavatories 
for every  10 fem ale  or m ale  
residents
One assisted bath  for residents 
with disability, at least one for 

________ every 8 P W D  is p re fe r r e d ________

Non
Compliant

C.2 . C hildren-s ized  bath room  and toilet 
facilit ies/am enities for those 
catering to ch ildren

A separate toile t facilities for 
visitors

c.3. W hen  adult facilities are used, 
non-tippable  stairs or stalls are 
provided

^.pecific Findings/Rcconinu’uclaiKills

C.4 . One functional ba th room  and 
toilet each for m ale and female 
s ta ff

C.5. Bathroom s and toilets for P W D s

d. Kitchen and d in ing  room s

d. l .  With chairs and table based on the 
age level o f  the residents , w ith  no 
m ore than 10 ind iv iduals  per table 
for better interaction

d.2. K itchen should  be equ ipped  with 
basic kitchen furnishing, tools  and 
utensils

d.3. E quipped  w ith  adequate  
wares, one  set per resident

d ining

e. Laundry area

e . l .L o ca ted  in an area w here  it can not 
obstruct in the day-to-day  activities
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o f  the s ta ff  and res idents

e.2 .Laundry area for P W D s should be 
level w ith  their  w heelchair  (for 
w heelchair  bound  P W D s)

Storage area

f. 1. W here foods, supplies, 
w heelchairs  and o ther equipm ent 
are stored and p roperly  accounted 
for

Compliant

f.2. Kept tidy, w e ll-m ain ta ined  and 
organized to ensure  safety o f  
goods

f  3.Space should  be eno u g h  to store all 
items kept for sa fekeep ing

f4 .W ell  ventila ted  and items properly 
labeled

g. Study area/mini library

Study area is conduc ive  to 
learning. W ell ventila ted  with 

_______ proper ligh tn ing  and  study table

Mini library should  be equ ipped  with 
appropriate re fe rence /read ing  materials 
and other educational m ateria ls , either 
formal or non-fo rm al;  boo k s  and other 
reading m ateria ls  in brail_______________

Non
Compliant

Resource cen ter  in p lace ; com puter in 
jo ss  for the blind_______________________

^pecijic Findings Rccoiniiicmlitiiotis

h. Infirmary/Clinic

Equipped w ith  beds  for isolation 
with basic first aid  kit, m edicines  
for co m m on  il lnesses,  clean and 
well m ain ta ined  m edica l supplies 
and eq u ipm en t necessary  for 
medical consu lta t ion

1. Office space /adm in is tra t ive  room s

1.1. Each s ta f f  shou ld  have one table 
and chair and has  h is/her ow n 
cabine t/designated  space for files 
and safekeep ing  o f  personal items

i.2. Has adequate  space  for the day-to- 
day office opera tion ,  at least 4 sq. 
m /sta ff

1.3. Furnished w ith  appropria te  office 
equipm ent such  as filing cabinets.
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chairs/sofa and tables for the 
inquiring public  ______________

(^ompiicinl

i.4. Separate from the areas o f  
interaction and p ro g ram m ed  
activities w ith  the res idents

C onference /tra in ing  room

J. l .  There is p rov is ion  o f  
conference/tra in ing  room  with 
adequate furniture  and fix tures for 
use by the s ta f f  and residents  
during m eetings, case  conference, 
sem inars, tra in ings and other 
related activities

k. In terv iew /counseiing /therapy  room

k.2 .Space for v isiting  parent/s  and 
other visitors

A separate  space is provided  to 
entertain visitors

Non
Compliant

k. I .Separate from the office space used 
for day-to-day operation_______________

Equipped with counse ling  
paraphernalia  such as art m ateria ls , 
throw  pillow, dolls, toys, sandbox  and 
other furniture & fix tures appropria te  
to the age and purpose  o f  the 
counse ling/therapy  sessions___________

Equipped with one-w ay  m irror, au d io ­
video and co m p u te r  system  and 
observation room  for social laboratory 
and training purposes;  p rovis ion  o f  
aqua therapy for ch ild ren  with 
disability

9. In case o f  co ttage type facilities 
m easuring  abou t 100 sq. m, num ber 
o f  occupan ts  should  no t exceed  8 
individuals including  houseparents ,  
with kitchen and d in ing  room s, 
bedroom s, toilet and ba th room , study 
area, living ro o m /co m m u n a l  area, 
laundry area that co n fo rm  with the 
above specifications._________________

jecific Findings R e c n n tn ic n d a h o n s

10. S ta ff  quarters

Separate s leep ing  quarters  for m ale and 
female s ta ff

Control/observation room -  if 
provided for those resident
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a.

m anifesting  violent behavior, his/her 
physical safety should  be considered 
by m aking  sure that the room:

Has all sw itches for lights and 
ventilation outside the room ; no 
electrical outlets in the room ;

b. Allows for total observation  o f  the 
behavior at all times;

( n m p lin n i

c. Has protected  recessed  ceiling light;

Non
Compliant peci f ic  F indings  RccoinnicJhlLinnn.'^

Is properly ventila ted  with w indow /s  
that are/is secured  and protected to 
prevent harm  to the resident;_________

Has all doors, ceilings and walls 
constructed o f  s trength and m aterials 
to prevent dam age  or harm  to the 
resident;

f. Is a m in im um  o f  6 ft by 9 ft in size 
with at least 7.5 ft. ceiling____________

Sanitation and W aste M anagem ent 
System

Generally clean and free from clutter, dirt 
or waste m atter

Free from rodents , insects and stray 
animals. I f  there are pets inside the 
facility, p roper hyg iene  is also observed.

j . 

4.

Functional d ra inage and sew erage system

Im plem ents proper w aste  disposal system  
(segregation o f  b iodegradab le  and non- 
biodegradable m ateria ls) and o ther 
practices that supports  the C lean A ir Act

Rest room s facilities are clean and 
sanitary____________

Rest room  facilities are adequate ly  stock 
w ith the necessary  supplies_______________

Zero w aste m an ag em en t

h—  
I b

5-s installed; and practiced by the 
m anagem ent,  s ta f f  and residents  (sort -  
take out unnecessary  items and dispose; 
sytematize -  arrange necessary  items in 
good order; sw eep  -  clean your 
workplace; sanitize -  m ain ta in  high 
standards; and self-d iscipline- do 5s 
spontaneously)___________________________

Em ergency and Safety M easures



fVork Are

1. The facility is declared safe by proper 
governm ent authority  as ev idenced  by 
certificates issued in com pliance  with 

 b uilding and Fire safety requirem ents

Compliant

2. Evacuation/exit plan, w arn ing  system  
and em ergency  exits are clearly  installed 
and know n to all s ta f f  and residents

3.__ Fire fighting gadge ts  available, e.g 
functional fire ex tingu isher or its 

____equivalent like sand and w ater___________

4.__Inflamm able m ater ia ls  and other 
dangerous h om e im plem ents /substances  
are kept in a locked cabinets  with 

____designated persons to m on ito r  their use

Conduct o f  at least two fire and 
earthquake drills and other safety 
m easures in 12-m onth period  including 
the testing/inspection o f  em ergency  and 
firefighting gadgets______________________

Non
Compliant p e c i f i c  F w d in g s / R e c o iu m c n d a H o i J s

6.__ Staff are able to open the doors to any 
room from the outside in case o f  

____em ergency_______________________ ________

7.__ Main exit doors should  have outw ard 
____opening__________________________________

8. First aid kits available and strategically 
located, either in the clinic or 
quarters/cottages. M edicines  are safely 
stored in a secure cabinet and are 
administered only by an authorized 
person and with proper prescription or 
medical advise

'9. Keeps electrical cords and electrical 
outlets out o f  reach by infants and 
toddlers and those unused  electrical 
outlets covered.

10. Available and updated certificates on fire 
safety, building and w ater  potability

Highlights of Focus Group Discussion:


