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.
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Process Flow Chart on Issuance of. Atcmdlhﬁ;)n Certificates to Child Development Centers (CDC) and Child Development Workers (cow)

Receipt of Accomplished CDC and
COW Assessment Toold
Assistant 1if Adinistrative Aide IV

Track the CDW and CDC documents in the system upon
receip! and forward to SU tiead for review
Standards Unit (SU)-Admin Assistant il

' 1 minute

Conduct initial review and assign to ECCD Focal Person.
SU Head
10 minules

N

Conducts desk review
ECCD Focal Persan.
1 hour

Prepare acknowledgement Jetter with findings and
recommendations.
ECCD Focal Person

5 workini days

Endorse to Records Section the acknowledgement letter for
Prepare dralt Accreditation Certificates indicating its level and ) mailing.
validily and confirmation letter to LGU., - SU-AAR
ECCD Focal Person
1

—

Review/ provide inputs and or affix signature on the draft
confimation letter.
SUHead

~JQsaicuda:

L
Provide initalf affix signature on the draft confirmation letter.
Division Chief
10 minutes

v

Recommend the approval of the draft confirmation lelter.
Assistant Regional Director for Adminiatration {ARDA}
3 minutes

4

Approval and affix signaure.
Regional Direclor
3 minutes

y

Endorse to Records Section the confirmation letter for mailing.
SU-AANL,
3 minutes

ISSUANCE OF CERTIFICATE
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