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

of EGV on Case Management

DATE : February 15, 2018

This is to share with you the approved BPRA and Process Flow Chart of Elsie Gaches Village 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 12, 2018 at Elsie gaches Village.

For your information and guidance.
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Gepartment of Social Welfare and Development
NATIONAL CAPTTAL REGION
E1SEE GACHES VHIAGE
CASE MANAGEMENT PROCESS FLOW CHART

ERE-ADMISSION PHASE

Referral of Cases with Inteflectual Disabity
tromthe LGUs, Hospitals, NGOs, POs, and

other GOs through maii and phone calls.
- SWO I/OD/EOD

¥

Receipt and Review of Documents for Endorsement to

Administrative Assistant for Log-in.
- SWO /0D {15 minutes)

¥

the Dr

d and

to Head Social Worker.

and Forwarded
- AA {S minutes)

¥

Received and Assigned the Case to the SWO #l for
Preparation of Acknowledgment Letter,

Mailing.

- HSW {2 minutes}

{

- HSW (10 minutes}
Recelved the D from f
and Draft A tetter for App of HSW.
- SWO it {1 hour}
Received the Documents from SWO i for Endorsement
to HSW.
- AA {2 minutes)
Received and Signed the Acknowledgementletter for

Letter Mailed to the

« AA {45 minutes)

Party.

v

for Case Conference.
- SWO it (15 minutes)

¥

Foliow-Up and Confirm Attendance of the Referring Party

and

of Case C
Rehabilitation Team.

to
- SWO # {1 hour)

v

Ellgible?

¥

Prepara Letter to Referring Party Confirming the
Admission with advice to Forward Complete Documents

Party.
within 15 Days and Endorse Draft Letter to Admin

Send Regret Letter to the Referring

Services for Log-in.
- SWO il (1 hour}

v

Log-in Letter and Forward to HSW.

- AA {5 minutes)

¥

Review/Provide Comments or Approve Draft Letter.
- HSW (15 minutes)

v

Enhance Letter Based on Comments.

- SWO #1 (30 minutes)
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Department of Social Welfare and Development
NATIONAL CAPITAL REGION

ELSIE GACHES VILLAGE
CASE MANAGEMENT PROCESS FLOW CHART

1SS} HA

Routine review of documents.
-SWO I/OD {30 minutes}

v

Conduct of Intake Interview and fill-out of the General
Intake Sheet.
-SWO /0D {1 hour}

v

Orientation on house rules, regulations, and facilities of
the center.
-SWO H/OD {30 minutes)

v

Take inventory/list of personal belongings.
-SWO i1/0D {10 minutes)

v

Documentreceipt of the person using the admission slip.
~SWO /0D (10 minutes)

v

Endorsement of the client to the Medical Service.
- Medicai Staff on Duty; SWO 1Ii/OD
(20 minutes}

v

Confirmation of Admission.
- HSW {10 minutes}

22

Preparation of referral documents to allied services.
-SWO Hf {10 minutes}

¥

Dissemination of referral documents to allied services.
- SWO I; Dietitian; Dentist; Psychologist {15 minutes}

¢

Conduct of Psychological Assessment as basis for cottage
assignment.
- Psychologist {1 hour)

¥

Conduct of initial Physical Examination
- MO 111 {30 minutes)

v

Conduct of Dental Check-Up/Dental Age Assessment.
- Dentist (1 hour)

Endorsement of Client to Cottage.
- SWO Il; House Parents
{10 minutes)
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Department of Social Welfare and Development

NATIONAL CAPITAL REGION

ELSIE GACHES VILLAGE

CASE MANAGEMENT PROCESS FLOW CHART

ASSESSMENT AND DIAGNOSIS OF THE CASE

vl

Introduction of resident to the house
parents and co-residents in the
cottage.

Gathering of initial data from the various sources.
SWO li/ Rehab Team
4 hours

2

Consolidation of data and preparation of initial case
study report
Social Welfare Officer U
2 hours

4

Review and provide inputs on draft initial case study
report
Social Welfare Officer Il
30 minutes

Review and approval of initial case study report
Head Social Worker
30 minutes

Approved?

Facilitate preparation of treatment
plan
Social Worker

Enhancement of Child Study Report and
Submission to HSW
Social Worker
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Department of Social Welfare and Development

NATIONAL CAPITAL REGION

ELSIE GACHES VILLAGE

CASE MANAGEMENT PROCESS FLOW CHART

INTERVENTION PIAN

Drafting of Intervention Plan
Social Welfare Officer (SWO) 11
1 hour

Forward and review draft Intervention Plan
Rehab Team
15 minutes

Complete?

Enhancement of Intervention Plan
SWoll
10 minutes

Prepare confirmation of draft Intervention Plan of the
Rehab Team Members
Swo il
20 minutes

Review and approval of draft intervention Plan £
swoi
8 minutes

Complete?

Enhancement of Intervention Plan for
approval
SWO i}
6 minutes

\;’

Farm out copy of Rehab intervention pian to Rehab
Team
Assigned SWO Il
10 minutes

implementation of Approved
Intervention Plan
Social Worker
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Department of Social Welfare and Development
NATIONAL CAPITAL REGION

ELSIE GACHES VILLAGE
CASE MANAGEMENT PROCESS FLOW CHART

IMPLEM F LTI-SICIPLI INTERVENTI
A 324
Receipt of Approved lnteer
A

Implementation of Approved Intervention Plan
Rehab Team on the agreed timeline by the Rehab
Team Members

LAN

Social Service

Productivity Service

Educational Service

Psychological Service

Dietary Service

Medical Service

é

Note: With Separate BPRA and Flow Chart for each Services
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Department of Social Welfare and Development
NATIONAL CAPITAL REGION

ELSIE GACHES VILLAGE
CASE MANAGEMENT PROCESS FLOW CHART

MONITORING AND EVALYATION PHASE

Pregacation of invitation letter for the
achedule of pre-discharge
Socisl Welfare Officar {SWO)
1hour

¥

Forward to Admin for endorsemaent ta SWQ 1l for review
and inputs
Admin Aide
4 minutes

¥

Review and provida inputs to the invitation letter and
forward to Admin Aide for endorsement to SW for
snhancement
Social Weifare Officer il
34 minutes

{

Enhancement of invitation letter and forward to Admin
Aida for endorsement ta SWO Bl for signature
Socral Weifare Officer Ui
34 minutes

)

Affix signeture on the invitation letter
Social Welfara Officer (il
34 minutes

v

Approval of invitation letter

Head Social Worker
6 mamutes
Ko
Enhancemert of invitation letter
SWO it
?
Approve 10 minutes
Yes

Mailing of invitation Letter
Admin Aide
30 minutes

¥

Conduct foltow up call to concerned LG and Rehaly
Tearn Members
SWoil
35 minutes

i

Conduct follow up csll 1o concerned LGU and Rehaty
Team Members

Conduct of Pre-Discharge Conference and prepare
agreements

corfirmation of
SWO 1)/ Rehab Team Members
1 hour and 30 minttes
No
Continuous provision of services to the
ror chiM and request for cost of care sharing
Yes
Conduct Social Prepacation to the resiklent and family
members
Assigned SWO i
10 minutes
No
Endorse ta house pasent for the
ion of resident includes
Freinable?
navie grocaming, belongings, medicines for
discharge
Yes

Conduct dafly and one on one counseling session
Assigned SWO Il
1 week

¥

Coordination with the LGU and famdy for the
discharge stip
Assigned SWO #
1week

v

Preparation of discharge slip and refer to other Units
for clearance
Assigned SWO Il
1 hour and S minutes

v

Approval of discharge sip
Assigned SWO i
1 hour and S minutes

Endorse dischargs slipto the guard on
Ll

uty
Saciel Welfare OFficer [SWO} 3
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ELSIE GACHES VILLAGE
CASE MANAGEMENT PROCESS FLOW CHART

ALUA P

Preparation of After Care letter for
reintegration and closing summary
Social Welfare Officer (SWO) 1!
30 minutes

4

Forward to Admin for endorsement to SWO il for review
and inputs
Admin Aide
4 minutes

Review and provide inputs to the of After Care letter for
reintegration and closing summary and forward to Admin
Aide for endorsement to SW for enhancement
Social Welfare Officer 11

Enhancement of After Care letter for reintegration and
closing summary and forward to Admin Aide for
endorsement to SWO Hi for signature
Social Welfare Officer IH

a4

Affix signature on the After Care letter for
reintegration and closing summary
Social Welfare Officer It
34 minutes

Approval of After Care letter for reintegration and
closing summary
Head Social Worker
6 minutes

Dapartment of Social Welfare and Development
NATIONAL CAPITAL REGION

Approve?

Mailing of approve aftercare
Admin Aide
30 minutes

Filing of documents as reference
Social Welfare Officer (SWO} Il
2 minutes

A4

Enhancement of After Care fetter for
reintegration and closing summary
SWoHil
10 minutes
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