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Department of Social Welfare and Development
National Capital Region

TO :  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 of Haven for Women _ on Case
Management

DATE :  August 6, 2018

This is to share with you the approved BPRA and Process Flow Chart of Haven for
Women 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 February 13, 2018 at HFW and inputs/comments of Social Welfare Specialist
for Women.

For your information and guidance.

VINCENT ANDREW ¥/ LEYSON, CESO IV
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Department of Social Welfare and Development
NATHONAL CAPITAL REGION

HAVEN FOR WOMEN
PROCESS FLOW CHART ON CASE MANAGEMENT
PRE-ADMISSION PHASE

Receipt of cases
Of VAWC, THsend Mictime.of
illegal Recruitment thru
referral of LGUs, NGOs, POs
and Operatives.

Conduct Initial Interview
Officer of the Day {CD)
15 minutes

Refer cierd todtier faiitss
Social Welfare Officer {SWO)
5 minutes

Eligible?

¥

Coordination with Barangay for blotter
Officer of the Day
15 minutes
Secure copy of Batangay blotter
L4 Officer of the Day
Sminutes
tog and stamped the documents for
ende 1o HSW to blist
eligibility \l!
Akt Al
5 minutes Faclitate Admission of client
4{ Officer of the Day
T5minutes:
{See Admission Process Flow}
Review of documents and establish
efigibility
-Sociut Weltare Officer
15 minutes

Refer dient to other fadilities
Social Welfare Officer
5 minutes

Set schedule of p

fssion co
Sociabifatfare Officer
5 minutes

¥

Prepare invitation letter for pre —
“wdeissioHeUTErSite
Social Welfare Officer
Sminutes

&

ionlatter for pro—
admission conference
Head Sodial Worker {H5W)

5 minutes

¥

Mailing of invitation letter for pre —
admission conference.
Admin Aide IV
1Sminutes

¥

Coordination with Rehabilitation Team
Members on the schedule of pre-
admission conference
SecizMWsifare Officer
1S minutes

¥

Fallow up and confirm attendance of
referring party
Sooial Welfare Officar
15 minutes

v

Conduct pre- atimission conference and
scheduie of clfents admission
Rehabititation Team Members
30 minutes




-

Department of Social Welfare and Development
NATIONAL CAPITAL REGION

HAVEN FOR WOMEN
PROCESS FLOW CHART ON CASE MANAGEMENT
ADMISSION PHASE

Recéigt sfthe dlietitusing
admission slip
Officer on Duty/Social
Welfare Officer (SWO)
{30 mins}

¥

Orientation on the center’s programs and
servtens, cottage vulis and dischiarge
process
SWO/OD
5 finutes

v

Take inventovy of personal Belongings and
picture taking
SWO/0D
15 minutes

Endorse 1o. Homeslife
Officer on Duty {OD}/Executive on Duty
{EOD}
Saninutes

With Valuables?

Fill up forms for personal belongings and
endorse to Social Service for sake keeping
SWO/OD
5 minutes

2

Cotdadd of Intaks intésviéw aid-Albout
General Intake Sheet and admission slip
SWO/0D
B0 minutes

¥

Preparation of routine slip and
endorsement of the dient to Medical for
inftial assessment.

SWG/OD
15 minutes

‘Endorsement of the dlient and reférral slip
to Psychological for initial Psychological
assessment .

SWOfOD
5 minutes

2

Endorsement of the client and referral slip
to Dietician
SWO/oD
5 minutes

v

Endorse of client to Homelife Service for
cottage assignment
SWOJ0D
5 minutes

¥

‘Fgrward docimhentsto HEW for'the
confirmation of admission
£0D/OD
‘5-miinutes

¥

Assignment of the case and forward

4 PURP TR S|
O SOTHL W ORKET

Social Weifare Officer i (SWO i}
10 minutes

v

Receipts of referral docs from HSW/SWO
i}
L SWOMN
10 minutes
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Department of Social Welfare and Development
NATIONAL CAPITAL REGION

HAVEN FOR WOMEN

PROCESS FLOW CHART ON CASE MANAGEMENT
ASSESSMENT AND DIAGNOSIS PHASE

Receipt of the dient using
admission slip
SWOo /oD
{30 mins}

4

Gathering of initial data from ather
services
Sacial Worker i
30 minutes

v

Comduct home visitation to the family of
the resident
Social Worker It
2 hours

v

Londuct collateral interview -torelatives
and community
Social Worker It
2 hours

v

Consslidation of dats, and preparation of
initial case study report
Social Worker Il
2 hours

2

Review and-approval:of initial-casestudy:
report with rehab plan.
Social Worker Officer 1
20 minutes

Enhance Initial Case Study Report with
Rehab Plan
Social Worker i
15 minutes

Approval of initial case study report with
rehab plan.
Head Social Worker
Siinutes




Department of Social Welfare and Development
NATIONAL CAPITAL REGION

HAVEN FOR WOMEN
PROCESS FLOW CHART ON CASE MANAGEMENT
INTERVENTION PLANNING PHASE

~Request schedule and
iriforimn Réhab Team
Members
Social Welfare Officer
10 mins

4

Conduct of Rehab. Team Meeting to
discuss Rehabindicator andformulate
intervention Plan
Social Welfare Officer
1 hour

v

Prepare and submit minutes of the
megting with agreemenits sets and
finalized intervention Plan
Social Welfare Officer
2 hours and 15 minutes

v

Review and provide inputs/comments
Social Welfare Officer
30-minutes

Reviséintervention Fai
Sociat Welfare Officer
15 minutes

No

Affixinitisls to the dreft intervention Plan
Social Worker Officer lit
5 minutes

v

Approval of initial sase study report with
Intervention Plan
Head Socfal Worker
5 minutes

v

Discussionwith the clients. and facilitate
signing of confirmation
Social Welfare Officer
1hour

Enhance Intervention Plan
Social Welfare Officer
20 minutes

Facilitate signing confirmation of the
intervention Plan
Social Welfare Officer
5 minutes

¥

Farm out copy of the intervention Plan
AdminAide V.
10 minutes




Department of Social Welfare and Development

NATIONAL CAPITAL REGION
HAVEN FOR WOMEN

PROCESS FLOW CHART ON CASE MANAGEMENT
IMPLEMENTATION OF MULTI-DISCIPLINARY INTERVENTION PHASE

Receipt of Approved
intervention Plan

¥

Plan

Rehab Team Members

Implementation-of Approved Intervention

Rehab Team on the agreed timeline by the

Sosial Service

Productivity Service

Educational Service

Psychological Service

Dietary Service

Thadical Service

Note: With Separate BPRA and Flow Chart for each Services




Continous prvosion of sefvices
Rehab Team Members

Department of Sodal Welfore and Devetupment
NATHINAL CARTAL REGION

HAVEN FOR WOMEN
PROCESS HOW CHART ON CASE MANAGEMENT

oF

el uE g e T
tefter/notice of meeting
for the conduct of Rehab

Team Meeting

PHASE

-of mesting

minutes

Approval of invitation fetter/noti

Head Social Worker
>

Yas

services
Admin Aide
5 minutes

Farm oul/ circulate invitation
Jetterinatice.of mesting In.aliad

¥

indicator resuit

5 minutes

Conduct of RTM with Rehab

Enhancement of invitation Letter
Sociat Welfare Officer
15 minutes

Faciite Re-Pinig of
intervention plan
Rehab Team Members

Request for pre discharge

discharge.confersnce
Social Welfare Officer
15 minutes

30 minutes

prepare invitation felter for

and

discharge conference
Social Welfare Officer
15 minytes

Approval of invitation letter for

¥

Maiting of invitation letter fol
dischargs conference
Social Welfare Officer

§ minutes

r

Conduct follow ~up call to LGU
team members
Bocial Welfare Tificer
15 minutes

their confirmation/inform rehab

for

Rehab Team Mambers.
30 minutes

Conduct of discharge conference

¥

Preparation of minutes and
-confirmation.of agreement
Social Welfare Officer

30 minutes

¥

Review and provide inputs on the
confirmation of agreement
Social Worker Officer it
30aringles

£

Anproval of confirmation of
agreement
Head Social Worker
30 minutes

Yor

Matfing of confirmation of
agreements to concernad LEU
Social Welfare Officer
15 minutes

Conduct socia! preparation and
inform the ciient on the date
schedufe of discharge
Social Welfare Officer
35 minutes

Facilitate Re-Planning of
intervention plan
Rehab Team Members
30 minutes

Tosrainale with-UEU and Fartily
on the the sheedule of discharge

Social Weifare Officer
10 minutes
Bving by
Coordinate with Emplayer for the
Job placement! Assist Client to
look for house forrent
Social Welfare Officer
30 minutes
o
Preparation of discharge stip
and refer to all units for
Cigatiice
Sociat Welfare Officer
2 minutes
Approval of discharge slip
Head Soclal Worker
2 minutes
&

 End arge.slip-to.quard ;
| on duty N !
} @it ALl M t
:‘1 VUG ¥vRiaie wnuot H
i 2 minutes J
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