Department of Social Welfare and Development
NATIONAL CAPITAL REGION
389 San Rafael Street corner Legarda, Sampaloc, Manila

TO : ALL CENTERS/RESIDENTIAL CARE FACILITITES
ALL UNITS/SECTIONS
ALL RPMOs (PANTAWID PAMILYA, SLP AND RCTSU)
FROM : THE REGIONAL DIRECTOR
SUBJECT : Issuance of Foster Care License (FCL) Process Flow
DATE : October 25, 2017

This is to share with you the enhanced process flow chart of Foster Care Section for the above-
mentioned transaction per result of the Monitoring and Evaluation Workshop on the
Preparation of Business Process and Requirements Analysis (BPRA) and Process Flow held on
July 21, 2017 at Icon Hotel, Timog Avenue corner Tomas Morato, Quezon City.

For your information and guidance.

VINCENT ANDREW T. LEYSON
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DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

ISSUANCE OF FOSTER CARE LICENSE (FCL) PROCESS FLOW

Receipt of Application Form
from Prospective foster Parert
with complete attachments
-AAIV, 3 mins

£

Review of dassier & assignment of case to SWO
-SWO il 5 min

S

D ion of ackr letter fadvise of
completion {in case of incomplete documents}
SWO, 15 mins

7

Schedufing of Home Visit with Prospective Foster
Parent
«SWO, 5 mins

2

Conduct of Home Visit and Preparation of Home
Study Report for eligibility assessment
-SWO, 6 hrs

X

Review, provide input and affix signature on Home
Study Report
-SWO lil, 30 mins

£

Review and sign Home Study Report
-DC, 30 mins

S

Q’YES

Preparation of Confirmation Letter for signing of
Foster Care License at Field Office-NCR
-SWO, 3 mins

£

Review, provide inputs and affix initial on
Confirmation Letter
-SWO Ill, 3 mins

L

Review and affix initial on Confirmation Letter
-DC, 2 mins

L

Affix initial and recommend for approval of
Confirmation Letter
-ARDO, 2 min

-

Approval of Confirmation Letter
-RD, 1 min

L

Endorsement of Confirmation Letter to Records
Section for mailing to Prospective Foster Parent
-AA IV, 3 mins

u

Signing of Foster Care License at Field Office-NCR
-PFP, SWO ], DC and RD, 10 mins

O

Issuance of Foster Care license

DOCUMENTARY REQUIREMENTS

- Birth Certificate (PSA copy)
- Marriage Contract {if married)
- Medical Certificate
- ITR or Certificate of Employment (if employed)
- NBi Clearance or Police Clearance
- Brgy. Certificate stating that the applicant is a
resident of the barangay, length of his
residence, and that he is of good moral
character
- Recent photo and where applicable, his/her family
~Such other docurnent that the Department, Agency

Issuance of Regret Letter to
Prospective Foster Parent via

Records Section




