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Department of Social Welfare and Development
National Capital Region

FOR : ALL CENTER/RESIDENTIAL CARE FACILITIES
ALL UNITS/SECTIONS DSWD
ALL RPMOs ( Pantawid, SLP and RCT. SU) RECORDS MANAG

ived by:___
FROM :  THE OFFICER-IN-CHARGE REGIONAL DIRECTOR NS T 15

SUBIJECT : Business Process and Requirements Analysis (BPRA) and Process Flow

Chart of GRACES on Case Management

DATE : January 22, 2019

This is to share with you the approved BPRA and Process Flow Chart of GRACES on Case
Management as per result of the Technical Assistance Session on the Preparation of Business
Process and Requirements Analysis and Process Flow Chart held on November 26-27, 2018 at
Lancaster Hotel.

For your information and guidance.

MARIA ROSARIO C. CUARESMA
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GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

BUSINESS PROCESS AND REQUIREMENT ANALYSIS

Minimum Deliverable: Case Management Process ~ PRE-ADMISSION PHASE

m PROCESSES REQUIREMENTS Remarks
i # Task Responsible Time Output Policy Applicatio | Material Competency
m Person Frame n
Receipt of | EOD/OD 5 Submission of | Operational None Computer | Assessment
Documents Referring Party | minutes initial/  required | Guidelines of the Skills
4 1 Submitted documents Center
Documents (by either
o phone or walk-in by AO 17 Standards
referring party) —
m Review of Submitted | EOD/OD/SWO of | 5 minutes | Documents were | Operational None None Assessment
Documents the Day initially reviewed | Guidelines of the Skills
M 2 Center
AO 17 Standards
I | If Client was a Wall-in Client or Referred by a Concerned Citlzen
Conduct initial | EOD/OD/SWO of | 5 minutes | Documents were Operational None See Admission
assessment on the | the Day initially reviewed | Guidelines of the Fiiase Process
Clients Eligibility Center Flov: Chart
AO 17 Standards
a.1 Eligible for Admission
Proceed to See Admission
a.1-1 | Admission Phase Fhase Process
Flow Chiart
a.2 Not Eligible for Admission
Referral to other | SWOof the Day | 5 minutes Coordination | End Processif
a.2-1 | Agencies/ NGOs/ Skills Client being
Offices for provision referred in not




GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
of other services vithin the set
criteria of the
center
if the clientis baing referred by LGUs, RGOs, other czendes and ofiice
Conduct of Initial | OD/EOD 5 minutes mmsméma initially Operational MS Word Referral Assessment
Assessment on the | Social Worker completeness of | Guidelines of the Letter Skills
client’s eligibility | Referring Party documents Center Submitted Interview
B.1 and/ or Documents Skills
completeness of AO 17 Standards Ballpen
documents (if there
are documents still
for completion)
Discussion of the | OD/EOD 5 minutes With list of Operational None Submitted None With an
initial assessment | Social Worker documents for Guidelines of the Documents expectation
and/or requirements | Referring Party completion by the Center that the
for completion referring party referring  will
B.2 AQ 17 Standards complete the
documents
within a week
after the initial
coordination
Forward  complete | Social Worker of | 5 minutes | Documents duly Operational None None None
documents to | the Day received by each | Guidelines of the
8.3 Member of the Services Center
Rehab Team for
initial review and AO 17 Standards
assessment
Review of documents | Rehab Team | 3 minutes | Documents with Operational None None Assessment
B.4 Members initial comments | Guidelines of the Skills
and findings from Center




_ GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

T N

PO TR

PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
members of RTM
AO 17 Standards
Confirmation of Pre- | Social Worker of | 5 minutes | Scheduled Operational None Phone Coordination | Reflected in
Admission Scheduled | the Day Admission Guidelines of the Skills the Pre-
with the Referring Conference with Center Admission
B.5 .
party thru phone or the referring party logbook
via email AQ 17 Standards
Conduct of Pre- Social Worker of | 30 Decision Point if Operational None Facilitation
Admission the day minutes/ | eligible for Guidelines of the Skills
B.6 Conference case admission of not Center
' Members of the Note-taking
Rehab. Team A0 17 Standards skills
B.G-1- if the clieat will be essessad to be elizibls for admission
Preparation of | SWO/SWO Il 20 Draft None Writing Skills
B.6-1.1 | Confirmation of minutes Confirmation
Admission Letter
Review of the SWO | SWOIll 5 minutes None
B.6-1-2 | of Letter for Approval
of Center Head
Sending of Letters | Liaison Officer 5 minutes None Soo Admission
B.6-1-3 | thru Hand Carry or Fhaso
Email
B.6-2- If the dient will bo assessed not elipible {or admission
Preparation of | SWO 20 Draft Operational MS Word Letter Writing Skills
B.6-2.1 Confirmation of minutes Confirmation Guidelines of the Submitted
Agreements and Letter Center Documents
Reason for Non- Ballpen




GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES agnmmy

PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
Admission AO 17 Standards
Referral to other End Process if
Agencies/ NGOs/ Clicatbaing
B.6-2.2 Offices for provision reforred in not

of other services

within the set
critcria of the
center




GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

BUSINESS PROCESS AND REQUIREMENT ANALYSIS

Minimum Deliverable: Case Management Process — ADMISSION PHASE

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
Receipt of Submitted EOD/ OD 5 Initial/ required Operational None Computer | None
Documents Referring Party | minutes documents Guidelines of the
(completed) Center
AQ 17 Standards
Review of the Submitted | Social Worker 5 minutes | Logbook record Operational None Logbook Assessment
documents indicating date Guidelines of the Ballpen Skills
and time of Center
admission
AOQ 17 Standards
Facilitate (Intake) EOD/OD 10 Admission Slip Operational MS Word | Referral Interview Note;
Admission Interview Social Worker minutes Guidelines of the Letter Skills Simultaneousl
Nurse Initial Medical Center y being done
Findings with Step 4
AQ 17 Standards and 5)
Initial Medical Check-up | EOD/OD 10 Result of the Operational MS Word | Medical Medical Note;
Nurses minutes | initial check-up Guidelines of the records (if | Assessment Simultaneousl
Medical Officer Center any) Skills y being done
Vital Signs check with Step 4
AO 17 Standards and 5)
Client’s Inventory of Houseparent 10 List of Clients Operational MS Word | List of None Note;
Belongings Security Guards | minutes Belongings duly Guidelines of the Belongings Simultaneousl




_ GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER m_quEL CASES ﬁmmbnmmg

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
signed both by the | Center Form y being done
resident and the with Step 4
staff AQ 17 Standards and 5)
With Valuables, EOD/OD 3 minutes | List of Belongings | Operational None None None
Endorsement of Client’s | Social Worker duly received by Guidelines of the
Belongings to Social the social worker | Center
Service
Logbook record AQ 17 Standards
indicating the
date and time and
actual receipt
Cottage Endorsement/ EOD/ OD 10 Assigned cottage/ | Operational None None None
Assignment of Cottage Houseparent minutes bed for the newly | Guidelines of the
admitted Center
AQ 17 Standards
Endorsement of EOD/OD 3 minutes | Accomplished Operational None None None
Admission Documents Admission Guidelines of the
to Social Service Documents duly Center
signed by the EQOD
nand the Rehab AQ 17 Standards
Team Members
Endorsement of EOD/OD 3 minutes | Accomplished Operational None None None
Admission Slip to all Admission Slip Guidelines of the
Services Center
AO 17 Standards




S (GRACES)

PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
Forward Admission EOD/OD 3 minutes | Admission Slip Operational None None Assessment
Document to wth social worker | Guidelines of the Skills
10 Supervising SWO assigned and case | Center
number
AQ 17 Standards
Case Worker SWO il 10 Approved Letter Operational None None None
Assignment and Case minutes Guidelines of the
11 Numbering Center
AQ 17 Standards
Approval of Admission Center Head 3 minutes | Approved Letter Operational None None None
Slip and Documents included in the Guidelines of the
12 traking logbook Center
AOQ 17 Standards
Receipt of Admission SWOo il Operational Procecd to

13

Slip by Assigned SWD

Guidelines of the
Center

AQ 17 Standards

Assessmient
ond Panning

Fhase




_ GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

BUSINESS PROCESS AND REQUIREMENT ANALYSIS

Minlmum Deliverable: Case Management Process ~ ASSESSIMENT AND PLANNING PHASE

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Policy Application | Materlal Competency
Person Frame

Receipt of Case SWO 2 minutes | Admission Slip Operational None None None
Assignment Guidelines of the

Center

AOQ 17 Standards
Preparation of case Case manager 25 Case folder Operational None Folder, None
folder; Filing of minutes Guidelines of the fastener,
documents in case Center Ballpen
folder, attach process
recording form, and AQ 17 Standards
labels
Conduct of cottage visit; | Case Manager 1 Hour Accomplished Operational None Ballpen Interviewing
Intake Interview and Client Intake Sheet Guidelines of the Intake skills
Initial Rehabilitation Center Sheet
Indicator Accomplished Rehab.

Rehabilitation AO 17 Standards Indicator
Indicator Form

Conduct of initial Center | Case Manager 15 Progress Notes Operational None None Orientation
Orientation Programs Client/ House Minutes Guidelines of the Skills
and Policies parents Center

AQ 17 Standards
Preparation of Inter- Case Manager 5 minutes | Inter-referral Slip | Operational None None
referral Slip to All Guidelines of the
Services for Initial Center




GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Policy Application | Material Competency
Person Frame
Assessment
AQ 17 Standards
Review of Inter-referral | Center Head 5 minutes | Inter-referral Slip | Operational None None
Slip Guidelines of the
Center
AQ 17 Standards
Signing of Inter-referral | Center Head 3 minutes | Signed Inter- Operational None None
Slip referral Slip Guidelines of the
Center
AQ 17 Standards
If Approved,
Social Worker 10 Copy of the Operational None None Coordination | Depending on
Endorsement of Inter- Medical Service | minutes | Admission Slip Guidelines of the Skills the nature of
referral Slip to ALL Client Center medical
Concerned Services Medical: condition of
Updated Medical | AO 17 Standards the client, if it
Assessment will require
Information further
laboratory
Psychological: tests
Initial
Psychological Including the
Assessment actual conduct
of psych test.
Dietary:

Initial Nutritional
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_ GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES ﬁmw\wnmmu

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Policy Application | Material Competency
Person Frame
Status
If Not Approved, Operational None None Clerical Skills | Same process
Revision of Inter-referral | Social Worker 15 Revised of Inter- | Guidelines of the until approved
minutes referral Center

AO 17 Standard

10




Minimum Deliverable: Case Management Process — INTERVENTION PLAN PHASE

BUSINESS PROCESS AND REQUIREMENT ANALYSIS

ERLY AND OTHER SPECIAL CASES (GRACES) _

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Policy Application | Material Competency
Person Frame
Preparation of necessary | Social Worker 1 hour Updated Intake Operational None Ballpen Interview To include
documents for the Client Interview Guidelines of the Intake Skills conduct of
intervention Plan Center Sheet follow-up
preparation Progress Notes/ Case Fodler | Skills in interview and
process AQ 17 Standards Assessing validation
recordings behaviour interview with
(verbal and Houseparents
non-verbal)
Initial Social Case Study | Social Worker 3 hours Initial Case Study | Operational MS Officer | Computer | Writing Skills
Preparation (with initial Report Guidelines of the Intake
intervention plan) Center Sheet Skills in
Assessing the
AQ 17 Standards functionality
of the client
Review of the initial case | Social Worker 30 Initial Case Study | Operational Google None Background
study by the Supervising | SWO IlI minutes Report with inputs | Guidelines of the | Documents on Social
Social Worker per case Center Behaviour and
MS Word Case
AQ 17 Standards Management
If oot Complate,
Revision of the case | Social Worker 15 Enhanced Case Operational MS Word Office Computer Revision of the
study based on inputs of minutes | Study Report Guidelines of the Supplies Skills case study
the Supervising Social Center based on
Worker inputs of the

11




~ GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND o.ﬁmmw SPECIAL CASES ﬁmw\wnmmu

PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Application | Material Competency
Person Frame
AO 17 Standards Supervising
Social Worker
5 If Complato,
Submit reviewed Social | Center Head 2 minutes | Case Study Operational None None Clerical
Case Study Report with Guidelines of the
Initial Intervention Plan Center
to Center Head
AO 17 Standards
6 Review and provide | Center Head 30 Case Study
inputs/direction and minutes None None Supervision
sign of the Initial Case
Study with Intervention
Plan
7 if root Complate,
Revision of the case | Social Worker 15 Enhanced Case Operational MS Word Office Computer Skills
study based on inputs of minutes Study Report Guidelines of the Supplies
the Supervising Social Center
Worker
AQ 17 Standards
8 | Submit reviewed Social | Center Head 2 minutes | Case Study Operational
Case Study Report with Guidelines of the
Initial Intervention Plan Center
to Center Head
AO 17 Standards
9 Preparation of memo re: | Focal person 10 Memo indicating | Operational MS Word Office Coordination
Invitation for  the minutes | the names of Guidelines of the Supplies Skills
conduct of Rehab. Team residents Center
Meeting subjected fro RTM
AQ 17 Standards
10 | Forward memo for | Focal person to | 2 minutes | Memo Operational None None None

approval and initial of

SWoll

Guidelines of the

12




PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Application | Material Competency
Person Frame
SWO Il Center
AO 17 Standards
11 | Signing and approval of | Head Social | 2 minutes | Approved memo | Operational None Ballpen None
memo by the Head | Worker Guidelines of the
Social Worker Center
AQ 17 Standards
12 | Forward [circulate | Admin staff to | 2 minutes | Approved memo | Operational None None None
memo to SWQ Il and | SWO il Guidelines of the
Senlor  Staff/  Case Center
Manager
AO 17 Standards
13 | Conduct of RTM Rehab Team 20 Minutes of RTM Operational None None None
members minutes Guidelines of the
Center
AQ 17 Standards
14 | Consolidation of the | Social Worker 1lhour | Encoded Operational MS Word Notebeok None Including the
Client’s intervention Rehabilitation Guidelines of the Ballpen enhancement
Plan and forward to Plan Center of case study
sSwolll per Inputs of
the RT
Member
15 | Review and provision of | Supervising 30 Enhanced Case Operational MS Word None None
inputs of the Submitted | Social Worker minutes | Study and Guidelines of the
Intervention Plan Rehabilitation Center
Plan
AQ 17 Standards
16 | lf nel Complaiz, Social Worker 15 Enhanced Case Operational MS Word None None
Enhancement  of the minutes Study and Guidelines of the

13




GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES

PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Application | Material Competency
Person Frame

Initial social case study Rehabilitation Plan Center

based on inputs of the

Supervising Social Worker AQ 17 Standards
17 | i Compicie, Head social | 5 minutes | Approved or with Operational MS Word None None

Approval of the | worker Admin input initial social Guidelines of the

Consolidated staff case study report Center

Intervention Plan and

Submit to Center Head AQ 17 Standards
18 | Farm out copy of the | Case Manager 10 Approved

Intervention  Plan  to minutes Intervention Plan

Rehab Team Members
for Implementation

for Implementation

14




_ GOLDEN LDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

BUSINESS PROCESS AND REQUIREMENT ANALYSIS

Minimum Deliverable: Case Management Process — MONITORING AND EVALUATION PHASE

PROCESSES REQUIREMENTS
# Task zmww WMM“_E» ..H Ms_“amm Output Policy Application | Material Competency Remarks
1 Provision of Necessary All Services Please Refar
Services Lo
fmplementati
on Fhase
Ao Relntesration to Fomiiles
Al Preparation of letter Case Manager 5 Request Letter for | Operational MS Word None None
requesting for conduct minutes” | Family assessment | Guidelines of the
of family assessment Center
AQ 17 Standards
A2 Review of the initial Supervising SWQ | 20minute | Reviewed request | Operational Ms Word None None
draft letter for the s letter with Guidelines of the
conduct of family corrections Center
assessment
AO 17 Standards
A3 Approval of Draft letter | Center Head 7 minutes | Finalized request | Operational Ms Word None None
for the conduct of FCA letter Guidelines of the
Center
AO 17 Standards
A.4 Acknowledgement of Case Manager 10 Operational Ms Excel None None
Response from LGU minutes Guidelines of the
Center
AQ 17 Standards
A4l | Fevorable Case Manager 5 Minutes | Draft Letter to Operational MS Word None Writing Skills

15




PROCESSES REQUIREMENTS
# Task Responsible Time Output Policy Application | Material Competency Remarks
Person Frame
Preparation of Letter LGU’s Guidelines of the
requesting for Pre- Center
Discharge Conference
AQ 17 Standards
A.4.2 | Forwarding of Letter of | Case Manager 5 Minutes | Approved Pre Operational MS Word None None
Predischarge to Head Discharge request | Guidelines of the
Social Worker for signing letter Center
and approval
AO 17 Standards
A.4.3 | Signing and approval of | Head Social 2 minutes | Approved memo | Operational None Ballpen None
memo by the Head Worker Guidelines of the
Social Worker Center
AQ 17 Standards
A4.5 | Sending of the Approved | Case Manager 1 Hour Confirmation of Operational Google Mail | None None
letter for Pre Discharge for snail | sending Guidelines of the
Letter {can be done via mail Center
email or snail mail) 5 Minutes | Email transmittal
if via AO 17 Standards
email
A.4.6 | Confirmation of Case Manager S minutes | Reply Operational Google Mail | None None
scheduled Pre-Discharge Communication Guidelines of the
Conference with indicating the Center
receiving Party scheduled pre
discharge A0 17 Standards
conference
A.4.7 | Actual conduct of Pre Case Manager 8 Hours Confirmation of Operational None None None
Discharge Conference SWOll Agreements Guidelines of the
Client indicating the Center

services to be

16
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GOLDEN RECEPTION AND ACTION CENTER FOR ELD!

ERLY AND OTHER

SPECIAL CASES (GRACES

PROCESSES REQUIREMENTS
Responsible Time . . Remarks
# Task Person Frame Output Policy Application Material Competency
*RTM (ANA) provided to the AO 17 Standards
client and
receiving family,
A.4.8 | Preparation of Admin Service 1 minute | Tracked Approved | Operational Ms Excel None None
Confirmation of Confirmation Guidelines of the
agreements and after Report Center
care letter and endorse
to Center Head AQ 17 Standards
A.4.9 | Preparation of Letter Case Manager 5 Minutes | Draft Letter to Operational MS Word None Writing Skills
requesting for Pre- LGU’s Guidelines of the
Discharge Conference Center
AO 17 Standards
A.4.10 | Review and initial Center Head 5 Minutes | Approved Operational MS Word None None
confirmation of Confirmation Guidelines of the
agreements and after Letter Center
care
AO 17 Standards
A.4.11 | Approval of Admin Service 1 Minute | Track Approved Operational Ms Excel None None
Confirmation of Pre Discharge Guidelines of the
Agreements and After request letter Center
Care Letter
AO 17 Standards
A.4.12 | Social Preparation for Case Manager 20 Operational
Reintegration minutes Guidelines of the
Center
A0 17 Standards
A.4.13 | Discharge/ Case 1.5 days Discharge Slip Operational
Reintegration with Manager/Escorti | to 2 days Guidelines of the

17




GOLDEN RECEPTION AND ACT

TION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES) _

PROCESSES REQUIREMENTS
Responsible Time s . Remarks
# Application | Material | Competen
Task Person Frame Output Policy pp p cy
Family ng Staff Center
AO 17 Standards
A.4.15 | Preparation of Discharge | Case Manager 20 Draft Discharge Operational None None None
Summary and endorse minutes Summary Guidelines of the
to SWO llI Center
AO 17 Standards
A.4.16 | Endorsement of draft Case Manager 2 minutes | Reviewed of Operational Ms Word None None
Discharge Summary to Discharge Guidelines of the
Center Head for review Summary with Center
and approval corrections
AO 17 Standards
A.4.10 | Approval of Discharge Center Head 2 minutes | Finalized Operational Ms Word None None
Summary Discharge Guidelines of the
Summary Center
AO 17 Standards
A5 If Reintegration is not
evorabie
Operational None None
Continuous provision of Guidelines of the
Center’s Services Center
AQ 17 Standards
B.1 Facilitate  Reforral to
Gther  Center if for

Transier

Coordination

18




__GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

PROCESSES REQUIREMENTS
# Task wmwwwww__d_o_m _H H:mm Output Policy Application Material Competency Remarks
Case Manager 5 minutes | Clean list of Operational None None and
Coordination with C/RCFs for Guidelines of the Networking
potential NGO/Other possible transfer | Center Skills
Facilities for possible of resident
transfer of Client for AQ 17 Standards
long term and prepare
documents
B.2 Approval of Center Head 5 minute | Tracked Approved | Operational None None None
documentary Endorsement Guidelines of the
Requirements letter Center
AOQ 17 Standards
B.3 Submission of transfer Case Manager 10 Approved Operational None None Coordination
documents to receiving Minutes Endorsement Guidelines of the and
facility and confirmation letter Center Communicatio
of pre-admission n Skills
conference AO 17 Standards
B.4 Attendance to pre- Case Manager 1 Hour Confirmation of Operational None None none
admission conference for snail sending Guidelines of the
mail Center
Email transmittal
5 Minutes AO 17 Standards
if via
email
B.5 Conduct of Send-off Case Manager 1 hour Feedback Report | Operational None None Counselling
Session to identified Client Guidelines of the skills

19




GOLDENR

ECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

PROCESSES REQUIREMENTS
Responsible Time . . Remarks
i
# Task Person Frame Output Policy Application Material Competency
resident for transfer Psychologist Updated Progress | Center
Notes
AO 17 Standards
Updated Case
Folder
B.6 Actual turnover of Case Manager 8 hours Discharge Operational None None None
residents together with | and Documents and Guidelines of the
transfer summary to the | Client Kasunduan Center
receiving C/RCF's
AQ 17 Standards
B.7 Preparation of Feedback | Case Manager 2 minutes | Reviewed of Operational Ms Word None None
Report to Supervising Feedback report Guidelines of the
Social Worker for review with corrections Center
and approval
AO 17 Standards
B.8 Review and initial on the | Case Manager 2 minutes | Finalized Operational Ms Word None None
feednbak report and Feedback report Guidelines of the
endorse to Center Head Center
AO 17 Standards
B.9 Approval of Feedback Center Head 5 Minutes | Approved Operational MS Word None None
Report Feedback Report | Guidelines of the
Center
AO 17 Standards

20




_GOLDEN RECEPTION AND ACTION CENTER FOR ELDERLY AND OTHER SPECIAL CASES (GRACES)

PROCESSES REQUIREMENTS
Responsible Time , . Remarks
# Task Person Frame Output Policy Application Materlal Competency
B.10 Endorsement of the Admin Service 1 Hour Received copy of | Operational None None None
Approved Feedback for snalil Feedback Report | Guidelines of the
report to Regional mail Center
Director for Information
and Reference, 5 Minutes AD 17 Standards
if via
email
C1 If the dient dictd in the

ceatter or left without
permiszion (LWP)

Undertake necessary
procedures intended for
LWP/ Death cases

Pleasareter to
BRitAand
Frocass Flow
Churt for
Doathf Lvip
fases

21




BUSINESS PROCESS AND REQUIREMENT ANALYSIS

Minimum Deliverable: Case Management Process — POST RESIDENTIAL PHASE (TERMINATION)

PROCESSES REQUIREMENTS Remarks
Task Responsible Time Output Palicy Applicatio | Material Competency
Person Frame n
Preparation of After Care Social Worker 30 mins | Draft after care Operational Microsoft | Pen, Paper, | Technical
letter for reintegration and letter Guidelines of the Office bondpaper, | Writing
closing summary Center computer,
printer
AO 17 Standards
Forward to Admin Office for | Social Worker 2mins | Draft aftercare Paper, pen, | Coordination
tracking of document letter stamp
Endorse to Social Worker Il | Admin Aide 2 mins Endorsed Draft Paper, pen, | Coordination
for review and additional after care letter stamp
inputs
Review and provide input on | Social Worker Ill | 30 mins | Draft after care Operational Technical and
the aftercare letter letter Guidelines of the Supervision
Center Skills
AO 17 Standards
Forward to Admin Office for | Social Worker 2 mins Endorsement Paper, pen, | Coordination
tracking of document after care letter stamp
Endorse to Social Worker for | Admin Aide 2mins | Endorsed Draft Paper, pen, | Coordination
enhancement of aftercare after care letter stamp
letter
Enhancement of aftercare Social Worker 30 mins | Enhanced after Operational Microsoft | computer, | Technical
letter care letter Guidelines of the Word printer Writing
Center
AQ 17 Standards

22




PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
7 | Forward to Admin Office for | Social Worker 2mins | Endorsement, Paper, pen, | Coordination
tracking of document document receipt stamp
8 | Endorse to Social Worker Il | Admin Aide 2 mins Reviewed after Paper, pen, | Coordination
for signature as reviewed care letter stamp
9 | Forward to Admin Office for | Social Worker 2 mins Endorsement, Paper, pen, | Coordination
tracking of document after care letter stamp
10 | Endorse to Head Social Admin Aide 2mins | Endorsement, Paper, pen, | Coordination
Worker for approval of after care letter stamp
document
11 | Approval of after care letter | Head Social 2mins | Approved after Operational Technical
Worker care letter Guidelines of the Skills
Center
AQ 17 Standards
12 | Forward to Admin Office for | Head Social 2mins | Endorsement, Paper, pen, | Coordination
tracking of document Worker document receipt stamp
13 | Mailing of approve aftercare | Admin Aide 30 mins | Mailed letter Paper, pen, | Coordination (email,
letter to concerned LGU stamp registered
mail)
14 | Receipt and filing of Sacial Worker 30 mins
aftercare report submitted
by concerned LGU as
reference.
15 | Acknowledgement of | Case Manager 1hour | Approved Letter Operational MS Word None None
Response from LGU Guidelines of the
Center
AO 17 Standards
16 | Finalization of case folder | Case Manager 10 Case Folder Operational None None

23




PROCESSES REQUIREMENTS Remarks
# Task Responsible Time Output Policy Applicatio | Material Competency
Person Frame n
for termination  with minutes Guidelines of the
Discharge and Closing Center
Summary
AO 17 Standards
17 | Approval of Case folders | Center Head 5 Approved Case Operational Ms Excel None None
for Termination Minutes | Folder Guidelines of the
Center

AQ 17 Standards

24




Golden Reception and Action Center for Elderfy and Other Special Cases

Recelpt of Walk in Client/

Referring Party

Review of Subrmitted Documents
{OD/EOD/ Social Worker)
S minutes

J' Walk4n/ Referred by
Concerned Citizen

DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

CASE MANAGEMENT
PPROCESS FLOW CHART ON PRE-ADMISSION PHASE

Mode of
Admission?

Referral from

Conduct of initial Assessment on the client’s eligibility
OD/EOD/ Social Worker
5 minutes

LGU/NGOfFOs

Conduct of Initial Assessment on the client’s eligibility
and/ or completeness of documents
OD/EOD/ Social Worker
S minutes

|

Discuss Initial Assessment with the Referring Party
{Social Worker)
5 minutes

A4

Forward submitted documents to RTM members for
review
(Social Worker)
3 minutes

!

Review of submitted documents
{Rehab Team Members})
30 minutes

!

Confirmation of Admission Schedule
{Social Worker)
5 minutes

!

Conduct of Pre-Admission Conference
{Rehab. Team}
30 minutes

Eligible?

Facilitate Admission of dient

Eligible for
Admission?

Preparation of Confirmation of Agreements and Reason
for Non-Admission
OD/£0D/ Sociat Worker
20 minutes

Preparation of Referring Part Confirming the admission
and forward to Center Head
OD/ECD/ Social Worker
20 minutes

l

N

Review and Approval Referral Letter
(Center Head)
5 minutes

)

Sending of Letters thru Hand-Carry or Email
{Liason Officer/ Social Worker of the Day)
5 minutes

Sending of Letters thru Hand-Carry or
Email

Referra! to other Agencies/ NGOs/
Offices for provision of other services

Referral of Client to Other Services/
Agency



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capftal Region

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT
PROCESS FLOW CHART ON ADMISSION PHASE

Receipt of Documentary Requirements
for Admission

OD/ECD

5 minutes

)

Review of Submitted Documents
{Sodal Worker)
S minutes

)

Facilitate (intake)Admission interview
Social Worker of the Day/ Nurse
10 minutes

A

Endorse to Medical Service for Initial Medicat Check-Up
Soclal Worker of the Day/ Medical Staff on Duty
10 mirutes

v

fnspection of Client’s Belongings
Houseparent/ Security Guard
10 minutes

Endorsement of Client’s Belongings to Soclal Service for
safekeeping
OD/ECD
S minutes

Valuables?

Endorse to Homelife Service for Cottage Assignment
Sacial Worker of the Day/ Houseparent
10 minutes

¥

Endorsement of Admission Documents to Soclat Service
oD/ ECD
5 minutes

v

Endorsement of Admission Slip to all Services
OD/ECD
3 minutes

Forward Admission Document to SWO HY

OD/EQD
3 minutes

¥

Case Worker Assignment and Case Numbering
SWO tit
10 minutes

v

Agproval of Admission Stip and Documents
{Center Head)
3 minutes

¢y

Receipt of Admission Slip to the
Assigned Case Manager from the
Supervising Social Worker



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

Golden Reception and Action Center for Eiderly and Other Special Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON ASSESSMENT AND PLANNING PHASE

Receipt of Case Assignment
Soctat Worker
2 minutes

¥

Preparation of Case Folder, Labelling, Filing of Basic
Documents and
Case Manager/ Social Worker
25 minutes

¥

Canduct cottage visit, facllitate intake Interview and
Filling-up of Rehabilitation Indicator (R.I)
Case Manager/ Social Worker
1 hour

v

Conduct of Initial Orientation on Center’s Programs,
Services and Protection Policies
Case Manager/ Sodal Worker
15 minutes

v

Endorsement to Medical Service for Medical
Assessment
Case Manager/ Socdial Worker
S minutes

v

Endorsement to Psychological Service for possible
conduct of psychological assessment
{depending on the case)

Case Manager/ Social Worker
5 minutes

¥

Endorsement to Dietary Service for conduct of
nutritfonal assessment
Case Manager/ Social Worker
5 minutes

¥

Preparation of Inter-referral Slip to All Services for
Initial Assessment
Case Manager/ Socia! Worker
5 minutes

v

Preparation of Inter—eferral Slip to All Services for
initial Assessment
Case Manager/ Sodal Worker
5 minutes

v

Signing and Appraval of Inter-referral Slip

Center Head
3 minutes
No
Revislon of Interveferral
Approved? Case Manager/ Sodial Worker

15 minutes

Yes

Endorsement of inter referrat siip to concemed service
Case Manager/ Social Worker
10 minutes

!

Conduct of Validation/ observation of
Resident's adjustment to Center and
interview house parent incharge
Case Manager/ Social Worker
1hour



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Mational CapRal Region

Golden Recegtion and Action Center for Eiderly and Other Spacial Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON INTERVENTION PLAN PHASE

Prepantion of necessary documents
for the intervention plan preparation
Social Worker

1

Preparation of Social Case Study Preparation with initial
intervention plan
3 hours minutes
Case Manager/Sodal Worker

1

Review, provide inputs/direction and sign of the initial
case study with intervention plan
Center Head { task no 12}
30 minutes

Revision of the case study based on
nputs of the Supervsing Social Worker
Case Manager/ Social Warker
15 minutes

Preparation of memo re: invitation for the conduct of
Rehab. Team Meeting
Sociaf Warker
10 minutes

¥

Forward memo for approval and initial of SWO Il and
endorsement to Center head for approval
Case Manages/ Social Worker
4 minutes

i

Signing and approval of memo and endorsa to Admin
Service for tracking
Center Head
4 minutes

¥

Forward/circutate memo to SWO U and Senior staff
Case Manager/ Sacial Worker
11 minutes

)

Conduct of Rehabilitation Tearm Meeting
RTM Members
20 minutes per case

¥

Consohdation of clien'ts Rehabilitation Plan and forward
to SWO il for ceview
Case Manager/ Social Worker
1 hourand 5 minutes

¥

Raview and provision of inputs on the submitted
Rehebilitation Plan
Case Manager/ Sock! Worker
30 minutes

Enhancement of tha initial social case

study based on inputs of the
Supervising Sociat Worker

Case Manager/ Sockl Worker

15 minutes

Review and approvat of Consolidated Retabilitation
and forward to Admin Service
Head Social Worker
34 minutes

Enhancernent of the sforementioned
documents based on the inputs of
Head Social Worker
Case Manager/ Social Worker
15minutes

Fasm out copy of Rehab intervention plan to Rehab

Team
Case Manager/ Social Worker
10 minutes

Farra out Approved Rehabilttation Plan
for implementation of



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON IMPLEMENTATION OF INTERVENTION PLAN PHASE

Endorsement of Approved
Rehabilitation Plan to All Services Case
Manager/Social Worker

v

Provision of Services to Client based on Approved
Rehabilitation Plan
All Services

Social Service

Productivity Service

Educational Service

Psychological Service

Dietary Service

Medical Service

Note: With Separate BPRA and Flow Chart for each Services



OF SOCIAL WELFARE
Nationa Capitad Reion

d Action Cents

Special Cases:

for
CASE MANAGEMENT

PPROCESS FLOW QGHART ON.

Preparation of lettar requesting for
of famity assovement and

Revbew and initial on the draftietter for the condurt of
faily ssemment
Sipendsing SoGal Worker
20 mirwstes.

1

Approval on the drirft lettes for the conduct of famdy
assessment
Cemter Hoadt
7 miutes

¥

Sending of the Approved fettet for Family Assessiment
{cn be done via el or sl mial)
Garse Managuon
1howr

¥

Admowtedgement of Response fram LGU
Cave Marager

1hou

Favorable?

Yox

Preparation of Latier requesting for Pre Discharge
Conference for the reintegs ation 10 fanily and endorse
to Center Head for Approval
Case Manoger
10 mimdes

{

Sigrineg and approvad of memo by the Head Social
Waskes and endore & Adwin Service

Serding of the Approved reques letter for the conduct
of Pre Divchas ge Conference
Cave Manages
1hax

)

ConSrmation of scheduled Pre Disdarge Conference
Cave Managet
1hour

¥

Condct of Pre Discharge Conference

1hour

4

g aft

e dester and eionve o SWO B
Cane Manager

Thowr

after care fetiee and endorse %o Ceater Head
Supervising Socid Worker
20 minutes

¥

and

after care and endorse to Cantes Head
Superviseg Sodial Worker
20 wiecetes

H

Wiitial on the confemason of areensents aod after Gae
Serter and endorse 10 Rrgond Diredov
Cenkar Hoad
20 minutes

Yo

Aopronal of confismation of agreements and aftne car e
better

Bepjona Director
20 minites

i

Preparstion of Disdrarge Sumaiary and endorse 0 SWO
"

Case Mapager
20 micustes

Revicion of confamation of s eomems.
and aftec care fetrer
Cane Manager
10minutes

Death of Tiant
{8 vepocists B9 sord Hor Cfea

Continous provivion of sCenter’s
senvices

10 mrinmstes

Facitrtste Refesc 20 atbwr Exility
JLET

Y

Covrdinaie with potenyial NGO/Cxher fcltives and
prepare documents Tor possible wansfer of disnt and
endotse to Center Head
Case Maneger
S minates

¥

Approvd of docsmentary Tequarements
Center Head
Sminutes.

¥

Damter documents.
and confirmation of pre-admission canfen
10minutes

v

Attendance 1o the Pre-aAmission conference

1 hor

¥

wanter
Case Manager
1hour

i

Actual nan aves of 1esident and endorse Nansfer
smmary to vecewing lackty
Carse Munaget.

1bour

Review and initial on feedback report avd endirse to

Endorse foedback repor! ko Reghonal Direcior’s Ofsce
Admin Aide M

i

Reiew and initial on Discharge Summary and endorse
& Conter Heat

Supervising Social Workes
20 miranes.

¥

Approvdl of Discharge Summary and endarse to Center:
Head

Supervising Socal Workes
20 minustes

¥

Srivial on the Discharge Summary and sdorse to
Reglana Director
Corter Head
0 minues

i

Finakization of case folder for Sevmination with

tenmination with Ofschas ge/Closing
Suns




DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

Golden Reception and Action Center for Eiderly and Other Special Cases
CASE MANAGEMENT

PPROCESS FLOW CHART ON POST EVALUATION {YERMINATION] PHASE

Praparation of After Care letter for
reirtegration and closing summary
Socia) Weitare Officer {SWO} I
30 minutes

Review and provide inputs to the of After Care letter for
reintegration and closing summary and forward to Admin
Aide for taSW for
Socal Weifare Officer 1Nl
34 mimnes

!

Enhancement of After Care letter for reintegration and
dosing summary and Forward to Admin Aide for
endorsement to SWO i for signature
Social Welfare Officer I}

34 minutes

!

Affin signature on the After Care \etter for
reintegration and closing summary
Social Welfare Officer 1t
34 minutes

l

Approval of After Care letter for reintegration and
closing suramary
Head Social Worker
£ minutes

!

Enhancement of After Care fetter for reintegration and
cicsing summary
SWO it
10 minutes

Mailing of approve aftercare ietter to
concerned LGU
Admin Aide

Receipt and filing of aftercare report
subrmitted by conterned LGU as
refererce

Acknowledgement of Response from
LGu
Social Worker

Finalization of case foider for
termination with Discharge and
Closing Summary
Social Worker
10 minutes

Approval of Case Folder for Termination
Head Social Worker
5 minutes
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FOR : MS. GLENDA D. RELOVA
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ATTENTION : MR. MAR . GARCIA
Planning Officer IV/Planning Unit DSWD - NED - =1 gaen-oeem
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FROM : THE SWO V/ CENTER HEAD S
GRACES e 1
é tl 5' 1’
SUBJECT : ENHANCED BPRA ON CASE MANA Méﬁ A ALY
Date : January 3, 2018

This is to submit the enhanced Business Process and Requirements Analysis
(BPRA) on Case Management of Golden Reception and Action Center for Elderly
and Other Special Cases (GRACES) after review and comments during the
Monitoring and Evaluation Workshop on Business Process Requirements
Analysis (BPRA) and Introduction to Geographic Information System (GIS)
conducted on November 28, 2018 at Lancaster Hotel, Mandaluyong City.

For information and approval.

) 4
MARIDOL R. LICERIO

SSWi - © 7'1" e ',:,:3
D \i V4 AT 03)\0%\

Golden Reception and Action Center for the Elderly and Other Special Cases

Misamis Extension, Brgy. Sto Cristo, Bago Bantay, Quezon City
amail addrace: aracac nerfiamail rom Tal Na (1) 070_1187



Receipt of Walk in Client/
Referring Party

Review of Submitted Documents
{Officer of the Day (OD)/Executive Officer of the Day
(E0D)/
Social Worker)
5 minutes

DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Natlonal Capital Region

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON PRE-ADMISSION PHASE
{2 hour and 3 minutes)

‘!, Walk-in/ Referred by

~ Concerned Citizen

Mode of
Admission?

Referral from
LGU/NGO/FOs

¥+

Conduct of Initia! Assessment on the client’s eligibility
and/ or completeness of documents
OD/EOD/ Social Worker
5 minutes

A4

Conduct of Initial Assessment on the client’s eligibility
OD/EOD/ Social Worker
S minutes

Referral of Client to Other Services/
Agency

Discuss Initial Assessment with the Referring Party
{Social Worker)
5 minutes

Facilitate Admission of client
{See admission process)

|

Forward submitted documents to Rehabilitation Team
Members for review
{Social Worker}
3 minutes

{

Review of submitted documents
(Rehabilitation Team Members)

30 minutes

!

Confirmation of Admission Schedule
{Social Worker)
5 minutes

|

Conduct of Pre-Admission Conference
(Rehabilitation Team)
30 minutes

Eligible for
Admission?

.

Preparation of Confirmation of Agreements and
Reason for Non-Admission
OD/EQOD/ Social Worker
20 minutes

to Supervising Social Worker { Social Worker/
Supervising SWO)
20 minutes

Preparation of Confirmation of admission and forward

Referral to other Agencies/ NGOs/
Offices for provision of other services

!

for Approval of the Center Head
{Supervising Social Worker)
S minutes

Review of the Supervising Social Worker of the Letter

l

Review and Approva! of the Confirmation Letter
{Center Head)
5 minutes

Sending of Letters thru Hand-Carry
or Email { Liason Officer/Social
Worker of the Day)

5 minutes




DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON ADMISSION PHASE
{ 1 hour and 13 minutes)

Recelpt of Documentary
Requirements for Admission
OD/ECD

S minutes

)

Review of Submitted Documents
{Socia! Worker}
S minutes

v

Facllitate {Intake)Admission Interview
Soclal Worker of the Day/ Nurse
10 minutes

¥

of Client’s
Houseparent/ Security Guard
10 minutes

4

Endorse to Medical Service for Initial Medical Check-

Ug
Social Worker of the Day/ Medical Staff on Duty
10 minutes

v

Endorse to Homelife Service for Cottage Assignment
Social Worker of the Day/ Houseparent
10 minutes

v

of A ion D to Sodial
Service
oD/ EOD
5 minutes

¥

Endorsement of Client's Belongings to Social Service
oD/ ECD
5 minutes

¥

Endorsement of Admission Slip to all Services
OD/EQD
3 minutes

¥

Forward Admission Document ta Supervising Social
Warker
OD/EOCD
3 minutes

¥

Case Worker Assig| and Case bering
by the Supervising Social Worker
10 minutes

¥

Approval of Admission Siip and Documents
{Center Head)
3 minutes

v

Receipt of Admission Slip to the
Assigned Case Manager from the
Supervising Social Worker



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Reglon

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT

PPROCESS FLOW CHART ON ASSESSMENT AND PLANNING PHASE
{ 3 hours and 5 minutes)

Recaipt of Case Assignment
Social Worker
2 minutes

¥

Preparation of Case Folder, Labelling, Filing of Basic
Documents and
Case Manager/ Social Worker
25 minutes

v

Conduct cottage visit, facilitate intake Interview and
Filling-up of Rehabilitation Indicator (R.1)
Case Manager/ Social Worker
1hour

13

Conduct of Initial Orientation on Center's Programs,
Services and Protection Policies
House parent/Casa Manager/ Social Worker
15 minutes

¥
h 4
Preparation of Inter-referrat Slip to All Services for
Initial Assessment
Case Manager/ Social Worker
5 minutes

|

Review of Inter-referral Slip to All Services for Initial
Assessment and Forward to Center Head for approvat
Supervising Social Worker
5 minutes

l

Signing and Approval of Inter-referral Slip
Center Head
3 minutes

¥

Revision of Inter-refarral
Case Manager/ Social Worker
15 minutes

Approved?

Endorsement of inter referral slip to ALL Concerned
Service
Case Manager/ Social Worker
10 minutes

}

Conduct of Validation/ observation of Resident’s
adjustment/cottage visit to Center and interview
house parent in charge
Case Manager/ Social Worker
1 hour




DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Nstioast Capitl Region

Eiderty and Other

Prepacation of nacessary documents
for the Intervention plan preparation
Cave Manager/Social Worker

Brrpration of Soninl Caw Sturdy Preparation with initiat
Intevention plen
3 hours minutes
Case Manager/Social Worker

l

Review of Sockal Case Study with initiat intervention

plan
Supervising Sociel Worker
30 minutes

!

N

Submit reviewed and edited Sacial Cace Study with
Initial intecrvention plan

to Canter Heed
Cave Manager/Sacial Worker
2 miowtes.

I}

Ruview, v impmola/iSamibom oend sagn of the il
tase study with intervention plan.
Center Heod ( task po 12)

30 minutes

Yeu

Preparation of memo re: Invitation for the conduct of
Rehat. Tears Movting
Social Worker
10 minutes

¥

Torward manmo for sppraval and initial of Supervising
Social Worker and endorsement to Centes haad for

approval
Cane Manager/ Socia) Worker

i

Signing and spproval of mema and endorse to Admin
Service for tracking
Conter Head
3 nirmitom,

{

Forward/circulsts mema to Superviing Social Worker
#nd Senioc staft

Case Manager/ Social Worker
10 minustes

i

Conduct of Rehebilitation Team Meeting
RTM Mermbers

20 minutes por case

¥

& forwerd
0 Superviing Social Workes for review
Case Manager/ Social Worker
1 hou and § minutes

3

Review and provition of inputs oh the submitted
Rehabiktation Pan
Case Manager/ Social Worker
30 minutes.

Rerview and approval of Consolidated Intervention
Plan and forward to Admin Service
Head Social Worker
34 minutes

Revision of the case study based on
inputs of the Supervising Sociai
Worker

Case Manager/ Social Worket
15 minutes.

Revision of the case study based on
inputs of the Center Hesd
Case Manager/ Social Worker
15 minutes

Enhancement of the initial social case

Case Manager/ Soclal Worker
15 rainustes

Enhancement of the alorerentioned
Socuments besad on the mputs of

Farmm out copy of Rehab ntervention Plan to Rehab
T

vorn
Carse Manages/ Socisl Worker
10 minwtes.

Faten out Approved fichabilitation
Intecvention Plen for implementaton
of

Caze Manager/ Social Worker
15 mintes.




DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON IMPLEMENTATION OF INTERVENTION PLAN PHASE

/En:rsement of Appr:ved\\

Intervention Plan to All Services Case

\\a"ager/Socnal Worker /
\!}

=3

Provision of Services to Client based on Approved
Intervention Plan
All Services

Social Service

Productivity Service

Psychological Service

Dietary Service

Medical Service

Note: With Separate BPRA and Flow Chart for each Services



WELFASE.

ational Capitel Roglon

tmmity asacssmant
Soctal Worker

Sercing of the Asoroved letter for Famity Assessmant
{fcan be dorve via email or snail madl}
Case Manager
S rinutes.

i

Acknowledgarment of Recponse from L5
Case Manager

W rreesins

No

l

Coordinats with powsntisl NGO/ Other fackites and

Corter tveed for Approvel
Conte Hoad
2 minutes

review of Supervsing Socksl Worker and endore £
Conter Heod

Case Merager
S miewstes

v

{

Siging and spprovel of memo by Center Head
S e

Approval of documentary reaurementa
Canter Heed
S minutes

[}
v

‘et ronfiemarion of pra-ademinsion onfrmes:
20 miwtes

4

Artandance to the Pre-sdmistion conference
Maruger

tranler
Cose Mariager
1how

¥

Core e v s L S visit g Sl Worket
Case Marager
1hous

Actuat tm over of resident snd endorse transler
Summary o recsiving leciity
Case Maruger
Lhowr

¥

4

ftar care becur and encorse to Center Heed
Superving Soclsl Worker
20 minuses

Cary Marmgec
Lhour

2

Approvel of confirrmation of agresments and after care
Locver

Conter Head
20 i

i

Soclal Preparation for Reintegration
Case Maragorie
20 minutes.

1

Discharge/ Rekrtagration with Farity
Come Wiarioger

20 mimam

]

Preperation of Discharge Summery snd endorse ©
Supervsing Socl Worker
Case Marager

20 minuss

Conter toed
Suparvising Sockal Worker
20minumn

i

Approval of feediack report
Conter Hood

20 mincses

l

foe recident’s transfer outuice Metro Manlla
Ake ¥
26 amaton

l

Endorsemennt of Discher ge Survemary of Supervising.
Soctal Worker 1 Center tead
Suparvising Social Workar
20 minuers

Approval of discherge sumenary
Caraer Hoad
20 ety



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

Golden Reception and Action Center for Elderly and Other Special Cases
CASE MANAGEMENT
PPROCESS FLOW CHART ON TERMINATION PHASE
{2 hours and 10 minutes)

Preparation of letter for feedback on
the after care services by LGU
Case Manager
30 minutes

|
A4

Review of the Supervising Social Worker for approval of
Center Head
10 minutes

I

Approval of Feedback Letter from LGU by the Center
Head
5 minutes

J

Sending of the letter to LGU via email or airmail
Case Manager
10 minutes

v

Acknowledgement of Response from LGU
Case Manager
1 hour

!

Finalization of case folder for termination with
Discharge/Closing Summary
10 minutes

v

Approval of case folder for
termination with Discharge/Closing
Summary
Center Head
S minutes



