Department of Social Welfare and Development
National Capital Region

FOR : ALL CENTER/RESIDENTIAL CARE FACILITIES
ALL UNITS/SECTIONS
ALL RPMOs { Pantawid, SLP and RCTSU}

FROM : THE REGIONAL DIRECTOR
SUBJECT : Business Process and Requirements Analysis {BPRA) and Process Flow Chart
DATE : January 11, 2018

This is to share with you the approved BPRA and Process Flow Chart of Standards Unit on the
Accreditation to Child Development Center (CDC) and Child Development Workers as per result of the
Monitoring and Evaluation Workshop on the Preparation of Business Process and requirements Analysis
and Process Flow Chart heid on July 21,2017 at icon Hotel.

For your information and guidance.

T. LEYSON
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Process Flow Chart on Issuance of. Atcmdlhﬁ;)n Certificates to Child Development Centers (CDC) and Child Development Workers (cow)
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BUSiNESS PROCESS AND REQUIREMENTS ANALYSIS OF STANDARDS UNIT
IN THE ISSUANCE OF ACCREDITATION CERTIFICATES TO CHILD DEVELOPMENT CENTERS AND CHILD DEVELOPMENT WORKERS

certificate to SU Head for Inputs or
initfaly

confirmation lettar/
accreditation certificate

TASK RESPONSIBLE TIME FRAME QUTPUT PoLICY APPLICATION MATERIAL/INFRA COMPETENCY
PERSON ) )
1. Receipt of Accomplished CDC and SU-AAll 1 minute Tracked CDC and COW Administrative Microsoft Excal Computer, Log book, ballH Organisation
CDW Assessment Tools by the SU- AAIV; Documents Order No, 155, 2011 pen, Stamp pad
2. Forward CDC and COW documentsto {SU-AAI 1 minute Tracked CDC and COW Administrative Microsoft Excel Computer, Log book, bali Crganisation
SU Head; ‘|Documents Order No. 155, 2011 pen, Stamp pad
3. Initial review of CDC and CDW Head, Standards 5mins Assigned CDC and CDW docs [Administrative Assessment tools Ball-pen, paper Assessment
documents and assign to SWO It Unit to SWO Il for further desk Order No, 15 s, 2011 '
) review - .
4. Forward initially reviewed CDC and Head, Standards 1 minute Tracked CDC and CDW Administrative Microsoft Excel Computer, Log book, bali- Crganisation
CDW docs to SU- AAll for tracking; Unit documents assigned to SWO |Order No, 15 s, 2011 pen, Stamp pad ’
. It
3. Forward Initially reviewed CDC and SU- AAlL 1minute Tracked CDC and COW Administrative Microsoft Excel Computer, Log book, bali{ Organisation
CDW docs to SWOII; documents assigned to SWO JOrder No, 15 s, 2011 pen
i}
6. Receipt and further desk reviewed of Social Welfare 1hour Reviewed accomplished Administrative assessment tool Ball-pen, paper Assessment
CDC and CDW documents; Officer i assessment tool Order No, 15 5, 2011
7. Prepare acknowldedgement letter/ Social Welfare 30 minutes Drafted acknowldedgement™ JAdministrative Microsoft Word Computer, paper, pen Technical Writing and
confirmatlon letter/ accreditation Officer il letter/ confirmation letter/  |Order No, 15 5. 2011 X and printer Assessment
certificate; accreditation cartificate
8. Forward draft acknowldedgement Social Welfare 1 minute Tracked draft Administrative Microsoft Excel Computer, Log book, ball4 Organisation
letter/ confirmation letter/ acereditation [Officer 1 acknowldedgement letter/  1Order No, 155, 2011 pen :
certificate to SU-AA!I for tracking; confirmation letter/
accreditation certificate

9. Forward draft acknowldedgement SU- AAII 1 minute Tracked draft Administrative Microsoft Excel Computer, Log book, ball4 Organisation
letter/ confirmation letter/ acereditation acknowldedgement letter/ |Order No, 15 s. 2011 pen




AAll for tracking;

letter/ confirmation letter/
accreditation certificate for
LGU based on comments and
inputs of SU Head

TASK RESPONSIBLE TIME FRAME OUTPUT POLICY APPLICATION MATERIAL/INFRA COMPETENCY
PERSON )
10. Revlew and provide inputs on the Head, Standards 5 minutes Tracked draft Administrative None Paper and Pen Analytical Thinking
draft acknowldedgement letter/ Unit acknowldedgemeant letter/ |Order No. 15, 2011
confirmation letter/ accreditation confirmation letter/
certificate; accreditation certificate
If with comments, proceed to task no.
101 .
If without comments, proceed to task
no. 11
10.1 Return the reviewed Head, Standards 1 minute Tracked draft Administrative Microsoft Excell Computer, Log book, pen Crganlsation
acknowldedgement letter/ confirmation {Unit acknowldedgement letter/  {Order No, 15s. 2011
letter/ accreditation certificate; confirmation letter/
accreditation certificate
10.2 Track and forward the reviewed SU- AAN 1 minute Tracked and returned CDC  |Administrative Microsoft Excel Computer, Log bock, pen Organisation
acknowldedgament letter/ confirmation and COW documents with  {Order No. 15 s, 2011
letter/ acereditation certificate to reviewed draft
assigned staff: acknowldedgement latter/
confirmation letter/
accreditation certificate
10.3 Enhancement of the Social Welfare 5 minutes Enhanced draft Administrative Micrgsoft Excel Computer, Log bock, pen Organisaticn
acknowldedgement letter/ confirmation |Officer It acknowldedgement letter/ |Order No. 15s, 2011
letter/ accreditation certificate; confirmation letter/
accreditation certificatefor
LGU based on comments and
inputs of SU Head
10.4 Forward enhanced draft Soclal Welfare 1 minute Tracked CDC and COW Administrative Microsoft Excel Computer, Log book, pen Organisation
acknowldedgement letter/ confirmation |Officer|! documents with enhanced  [Order No. 15 s. 2011
letter/ acereditation certificate to SU- draft acknowldedgement




acknowldedgement letter/ confirmation
letter/ accreditation certificate to DC-

AAIV for tracking;

acknowledgment letter by
the DC

TASK RESPONSIBLE TIME FRAME OQUTPUT POLICY APPLICATION MATERIAL/INFRA COMPETENCY
PERSON
10.5 Forward enhanced draft SU-AAlL 1 minute Tracked CDC and COW Administrative Microsoft Excel Computer, Log book, pen Organisation
acknowldedgement letter/ confirmation documents with enhanced  [Order No, 15 s, 2011
letter/ accreditation certificata to SU draft acknowldedgement
Head for review and initial; letter/ confirmation letter/
accreditation certificate for
LGU based on comments and
inputs of SU Head
10.6 Review of the enhanced draft Head, Standards 5 minutes Reviewed draft Administrative .{None Paper and Pen Analytical Thinking
acknowldedgement letter/ confirmation |Unit acknowldedgement letter/  |Order No, 15s. 2011 '
letter/ accreditation certificate for Inftial; confirmation Jetter/
’ accreditation certificate with
Inputs/comments or initial of
the SU Head
11. Forward the draft |Head, Standards 1 minute Tracked acknowldedgement JAdministrative Microsoft Excel Computer, Log book, pen Organisation
acknowldedgement letter/ confirmation [Unit letter/ confirmatlon letter/  jOrder No, 155, 2011
letter/ acereditation certificate to SU- accreditation certificate with
AAII for tracking; initial of SU Head
12, Endorse signed draft SU-AAl 1 minute Tracked CDC and COW Administrative Microsoft Excel Computer, Log boak, ball- Organisation
acknowldedgement letter/ confirmation documents with initia! Order No, 155, 2011 pen, Stamp pad
letter/ accreditation certificate to the acknowledgment letter by
Division Chlef's Office; the SU Head
13, Recelpt and forward the draft SU-AAI 1 minute Tracked CDC and CDW Administrative Microsoft Excel Computer, Log book, ball] VOrganisatIon
acknow!dedgement letter/ confirmation documents with Initial Order No, 15 5. 2011 pen, Stamp pad
letter/ accreditation certificate from SU acknowledgment letter by
to Division Chief; the SU Head
14, Review the draft acknowldedgement {Division Chief, IDD |5 minutes Tracked CDC and CDW Administrative Microsoft Excel Computer, Log bock, bally Organisation
letter/ confirmation letter/ accreditation documents with reviewed  |Order No, 15s. 2011 pen, Stamp pad
certificate; acknowledgment letter by
If with comments, proceed to task no. the DC
14.1
If without cormments, proceed to task
neo. 15
14.1 Return the reviewed Division Chief, IDD |1 minute Tracked CDC and COW Administrative Microsoft Excel Computer, Log boak, ball Organisation
documents with reviewed  |Order No. 15, 2011 pen, Stamp pad




letter/ confirmation letter/ accreditation
certificate to ARDA-AAI for tracking;

TASK RESPONSIBLE TIME FRAME QUTPUT POLICY APPLICATION MATERIAL/INFRA COMPETENCY
___PERSON :
14.2 Return the reviewed DC-AAIV 1 minute Tracked CDC and COW Administrative. Microsoft Excel Computer, Log book, ball Organisation
acknow!dedgemént letter/ confirmation documents with comments  [Order No, 155, 2011 pen, Stamp pad
letter/ accreditation certificate to SU- on the draft acknowledgment]
AAll; - letter by the DC N
15, Afflx Inftials and forward signed Division Chief, IDD |1 minute Tracked acknowledgment  [Administrative Microsoft Excel Computer, Log boak, ball Organlsation
acknowldedgement letter/ confirmation ‘ letter with initials by DC Order No, 15 s, 2011 pen, Stamp pad
letter/ accreditation certificate to DC- :
AAIV for tracking; .
16, Endorse slgned acknowldedgement |DC-AAlV 1 minute Tracked acknowledgment  |Administrative Microsoft Excel Computer, Log book, ball] Organisation
letter/ confirmation letter/ accreditation letter with initials by DC Order No, 15,2011 " |pen, Stamp pad
certificate to ARDA-AAI for tracking; -
17. Forward the signed AAI-ARDA 1 minute Tracked acknowledgment Administrative Microsoft Excel Computer, Log book, ball Organisation
acknowldedgement letter/ confirmation letter with initfals by DC Order No. 15 ¢, 2011 pen, Stamp pad
letter/ accreditation certificate to ARDA;
18, Review the acknowldedgement ARDA 5 minutes Reviewed acknowldgment  |Administrative None Paper and Pen Analytical Thinking
letter/ conflrmation letter/ accreditation letter by the ARDA Order No, 155, 2011
certificate;
If with comments, proceed to task no.
184
if without comments, proceed to task
no. 19 '
18.1 Return the reviewed Social Welfare 5 minutes Draft Accreditation Administrative Microsoft Word Computer, paper, pen Assessment
acknowldedgement letter/ confirmation |Officer 1l Certificates and confirmation [Order No. 15 s, 2011 and printer
letter/ accreditation certificate to ARDA- letter
AA| for tracking;
18.2 Return the reviewed SU-AAN 1 minute Tracked draft Accreditation  |Administrative Microsoft Excel Computer, Log book, ballH Organisation
ac_knowldedgement letter/ confirmation Certificates and confirmation |Order No. 15 s, 2011 pen, Stamp pad
letter/ accreditation certificate to SU- letter
AAll;
19. Forward signed acknowldedgement |ARDA 1 minute Tracked signed assessment  |{Administrative Micrasoft Excel Computer, Log book, ball Organisation
report by the ARDA Order No, 15 5. 2011 pen, Stamp pad




MARIORIE C. DE GUZMAN
Soclal Welfare Officer |

Assistant Regional Director for Administration

TASK RESPONSIBLE TIME FRAME QUTPUT POLICY APPLICATION MATERIAL/INFRA COMPETENCY
PERSON
20, Affix inltlals and forward signed RD-AAll 1 minute Tracked signed assessment  |Administrative Microsoft Excel Computer, Log book, ball Organizaticn
acknowldedgement letter/ confirmation report by the ARDA Order No, 15 s, 2011 pen, Stamp pad
) letter/ accreditation certificate to SU-
AAll;
23, Endorsed signed acknow!dedgement |SU-AAIl 1 minute Tracked the signed Adminlstrative Microsoft Excel Computer, Log book, ball Organlzation
letter/ confirmation letter/ accreditation ’ assessment report and Order No, 155, 2011 pen, Stamp pad
certificate to RD-AAIL; certificate
24. Review and approval of the Regional Director |1 minute Tracked theassessment Administrative Microsoft Excel Computer, Log book, ball Organlzation
acknowldedgement letter/ confirmation report and certificate signed |Order No, 15, 2011 pen, Stamp pad
letter/ aceraditation certificate; by the Reglonal Director
25, Forward approved Reglonal Director 5 minutes Released of Certificate Administrative Microsoft Excel Computer, Log boak, ball- Organization
acknowldedgement letter/ confirmation Order No. 155, 2011 pen, Stamp pad
letter/ accreditation certificate to RD-
AAll for tracking;
26, Forward the assessment report and  {RD-AAll 1 minute Tracked theassessment Administrative Microsoft Excel Computer, Log book, ball Organization
certificate from RD-AAH to SU-AAIL for report and certificate signed |Order No. 155, 2011 pen, Stamp pad
tracking; by the Reglonal Director
27, Coordinate with the LGU Evaluators [SWOUll 5 minutes Released of Certificate Administrative Microsoft Excel Computer, Log book, ball Organization
the Issuance of the approved certificate Order No. 155, 2011 pen, Stamp pad
Prepared by: Reviewed by: Recommending Approval: Approved by:
CHARM SUZZETTE P, GREGORIO VIRGINIA C. DANILES ADA A, COLICO VINCENT ANDREW T. LEYSON
Soclal Welfare Officer }l Head, Standards Unit IDD Divislon Chief, SWOV Regional Director
MANUELA M. LOZA




