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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 Jose Fabella Center on Case Management

DATE : August 2, 2018

This is to share with you the approved BPRA and Process Flow Chart of Jose Fabella Center 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 June 13, 2018 at
JEC.

For your information and guidance.

VINCENT ANDREW T,AEYSON , (630 W
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DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Nationat Cagiitat Kegion
JOSE FABELLA CENTER

CASE MANAGEMENT
PRE-ADWHSSION PHRASE PROCESS FLOW

o B -~
y Receipt of documents from the S
/ referring LGU, NGO and other agency. 5
\ ©D/EOD K
- 1w -
e -

Check and review documents
Officer of the Day/Executive on Duty
S minutes

~. No
\\\ Refer client to other agency
X For pre-edmpsion? Ca OD/EOD
e e ‘ 15 mins
Yos ™~ P ” .
R i
!
i ;
i Setting/ Call for pre-admission conference ‘
: OD/ECD :
3mins ‘
[ i
J
1
! Preparation of memo to Rehabifitation Team
Members for the pre admission case conference. |
' OD/ECD |
10 mins i
L
Circulate notice of meeting for pre-admission ‘
Admin Aide IV !
5 mins '
\!)
f ) i
Conduct of Pre-admission case conference.
Rethabilitation team members !
1 hour :
: ~ i
—— S - e mim e
: Prepare and submit confirmation of agreements |
Social Welfare Officer it :
. 30 minutes
1 |
Review and provide Inputs on the draft
i confirmation of agreements and endorse to
¢ Admin Aide for tracking and forward to SWO on
) case :
SWOo i
32 mins
- ) No ! .
e - With i Revision and inclusion of inputs :
oy !
RS comments? - “ Swou :
- 15 mins :

| Sign enhanced confirmation of agreements and :
: forward to AA for tracking
swo :
2 mins

%’

Approval of the confirmation of agreements
SWOV i
) 1min i

i Inform the referring party the reason of
dissapprova! of the referral.
Sodial We'fare Officer It
3 minutes

Mailing of approved confirmation of
agreements
Admin Aide IV
3 minutes

7 inform the referring party of the - ~.
i scheduled of admission |
\ Sociat Welfare Officer it




DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Nationa! Capital Region

JOSE FABELLA CENTER
CASE MANAGEMENT
ADMISSION PHASE
e ‘\‘\\\\\
/ Fill up admission slip . .
( OD/EOD )
\ i /
. 5 mins /
\\ . /’/
A
e :
Inventory of belongings and body search pfﬁcer :
of the Day/Executive on Duty E
5 minutes ;
|
J,
7 - \\\\
7 ~_No
7 \\
</ With valuables? \, > Endorse to Houseparent for sakekeeping

OD/ECD

\\\ / 2 mins
Yes\ /
\\//

L
%

Endorse to Social Worker for safe keeping
OD/EOD
2 minutes

T

Record valuables to logbook
OD/ECD
2 minutes

J-

Conduct of initial interview ;
! OD/EOD
30 minutes

|

A

Photo capturing and Encode to admission
logbook
OD/EOD
2 minute

L3

Orientation of center's rules and regulation
and endorsement to homelife for !
Identification of cottage assignment
OD/EOD
8 minutes

|

A
A

Endorsement to homelife for provision of basic
: needs
OD/EOD
10 minutes

J

A
e —

7 BN
' Endorsement to Medical Service for N
{ the conduct of initial physical check up }
OD/EOD /
A ) 5 mins ya



DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

JOSE FABELLA CENTER
CASE MANAGEMENT
ASSESSMENT AND DIAGNOSIS OF THE CASE
/"’-\\
8 )
N

e

v Assignment of case to Social ° \
t Worker j
N SWo Il e

I

Receipt and review of documents of the new
case.
SWOll
11 mins

J.
hd

Conduct of intake Interview
SWO 1§
10 mins

\!9

Prepare Social Case Study Report and submit to
AA-IV
SWO i
2hours and 2 mins

i
S

Log-infout of SCSR and endorse to SWO I ‘
AA-IV :
2 mins

Review & provide input of submitted SCSR and '
endorse to AA-IV {

swo I ‘

32 mins 1

|

Ny

Log-in/out of SCSR and endorse to SWO 1}
AA-IV i
2 mins i

\{l’.‘
.
/ . Yes

// - Revision and inclusion of inputs
-~ With I . swoll °
. comments? e i

p i 15 mins
7

No \\/ //’/

Sign enhanced SCSR and forward to AA for
tracking
SWO I
2 mins

/- Approval of the SCSR N\
SWOo vV H
N 1min
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DEPARTMENT OF SGCIAL WELFARE AND DEVELOPMENT
National Capital Region
JOSE FABELLA CENTER

CASE MANAGEMENT
ASSESSMENT AND DIAGNOSIS OF THE CASE

L7 Prepare invitation letter for the
case conference

\ SWOo i

~ 10 min

Prepare logistical requirements
SWOIt
10 mins

J

Confirmation of attendance for the case
conference
SWOll
; S mins

g

%

Dialogue with the resident on her plan
SWOll
1 hour

Conduct case conference for the formulation of
intervention plan
Rehabilitation Team Members
30 mins

J.

Preparation of intervention plan and submit to
AAIV
swon
32 mins

v

Log-in/out of intervention plan and endorse to Y
| swo il i
AA-IV |
2 mins

1

Review & provide input of submitted t
intervention plan and endorse to AA-IV i
sSwoin g

45 mins |

H

)

i Log-in/out of intervention plan and endorse to
| SWo i
i ARV
f 2mins
1

Wwith
comments?

Revision and inclusion of inputs

SWOo i
30 mins

Sign enhanced SCSR and forward to AA for
i tracking
SWOo i

1 mins

!

Recieptand forward enhanced intervention Plan !
to SWO V for approval ;

AA-IV

1min

! Approval of the intervention Plan
. swov
1 min

e Discuss the intervention plan to N
] the resident./Resident b
A signed/conformed the

S Intervention v

DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region
JOSE FABELLA CENTER

CASE MANAGEMENT
IMPLEMENTATION OF INTERVENTION PLAN




N DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
. National Capital Region
JOSE FABELLA CENTER

i . A CASE MANAGEMENT
ASSESSMENT AND DIAGNOSIS OF THE CASE

s - Prepare invitation letter for the
case confererce

swoi )
RNy 10 min -

N

Prepare logistical requirements
SWOIt
10 mins

1

Confirmation of attendance for the case
conference
swol
5 mins

-
e

Dialogue with the resident on her plan
SWOIl
1 hour

J

;

Conduct case conference for the formulation of

intervention plan :

Rehabilitation Team Members
30 mins

|

A

Preparation of intervention plan and submit to
; AAIV

| swon

32 mins

Log-in/out of intervention plan and endorse to
SWO Il !

AA-IV 1

2mins

ATs

Review & provide input of submitted
intervention pian and endorse to AA-IV
SWO Il

) A4S mins

Log-in/out of intervention plan and endorse to
SWO I
AALY
2 mirs

Revision and inclusion of inputs

SWO
30 mins

Sign enhanced SCSR and forward to AA for
tracking
SwWo it
1mins

g

Reciept and forward enhanced intervention Plan :
to SWO V for approval
AA-IV
1min

Approval of the intervention Plan
SWOov
1min

~
e Discuss the intervention plan to ~

! the resident./Resident N

A signed/conformed the

. Intervention e
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N DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT

National Capital Region
JOSE FABELLA CENTER

CASE MANAGEMENT

BVIPLEMENTATION OF INTERVENTION PLAN

D)
N
J
P
/ B -~
,/// ™ ™~
\
! Receipt of Approved Intervention M
Plan ) J
~ - !
\\\, ‘-///

tmplementation of Approved Intervention Plan
i Rehab Team on the agreed timeline by the Rehab
: Team Members

i SOCIAL SERVICE

PRODUCTIVITY SERVICE

PSYCHOLOG!CAL SERVICE

HOMELUFE SERVICE

S —

MEDICAL SERVICE

Note: There is a separate BPRA for each services
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DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region
JOSE FABELLA CENTER

CASE MANAGEMENT
Monttoring and Evaluation Phase

- ~.
Ideritify leve! of social furtioning
using Social Furtioning \
: indicator(SF) and Rehabfiration i
o Indicator (RI) e
. SWoll e
~ -

Present the case during the Rehab. team meeting
Rehab Team ;
1 hour i

7 With ™ __-

i Recommend resident fof family |
! wnity re Hon

swoil

2mins

4

i Coordinate concerned LGU fof pre-discharge
H conference

SWO i
3 minutes

Conduct of pre-discharge conference
SWOI

1 hour |

e

Prep of pre. Jo] and
confymation

sSwWott :

1 hour i

.\‘ 2 minutes

Forward to SWO fil for review and inputs
SWo

3 minutes !

Revision and inclusion of inputs
sSwoi

30 minutes

Endorse 1o SWO Hi and sign enhanced confymation |
and agreemmts and forward to AA IV for tracking '
SWOIAA IV :

3 minutes

NS

Receipt and forward enhanced Pre- discharge '

; confirmation and agreements to SWO V for signature

and approval
AA IV

Confirmation of the schedule of
discharge
SWOI ;

Continous provision of center's services! referral to
cther agency
SWon

2mns




DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
Nationaf Capital Region
JOSE FABELLA CENTER

CASE MANAGEMENT
POST RESIDENTIAL PHASE PROCESS FLOW

VR
(F )
N4
/_,/’”'"”‘ T —
e \\

/,// Accomplishmert of Discharge and N
/ route accomplished discharge slip A
t for signature of all unit heads K
AN SWOI/AA IV .

. 32 minutes o
S~ e
\\_\_\»\ e /_/

d. ,ﬁ
; Facilitate inventory of valuable belongings
: swoll
! 2 minutes
i
i
\,!.'

. Facilitate signing of accomplished discharge stip and
Kasunduan Form by the parents/relatives/referring
party and enter residents information at discharge

: logbook ;

i sSwoll :

: 4 minutes !

2

Prepare transfer summary and aftercare request !
sSwWoll i
1 hour i

J.
Tracking of transfer summ\‘ary and aftercare request
and endorsement to SWO [l for review and inputs
Admin Aide IV :
6 minutes |

7

Review and Provide inputs on the draft Transfer
Case Summary Plan and After Care Request

swoilt
32 minutes

v

,/ S r ——
- s
- “~Yes : - . . .

- ~ : Revision and inclusion of inputs and endorse to SWO i
e With S 1! for signature |
. comments? 7 : SWO tswo it !
7 : 32 minutes i
\\\ " H :
No ™~ s j

&

Sign enhanced transfer summary and after care
; request and forward to AA IV for tracking and forward .
! to SWOV for signature and approval. !
SWOo i
2 mimstes |

]

Approval of the Transfer Case Summary Plan and
After Care Request

; sSWov ;

| 1 minute

A

Update tracking and mailing of Transfer Case
Summary Plan and After Care Request
Admin Aide IV
15 minutes

i)

Receipt of After Care Request from the LGU and
endorsed to SWO I
Admin Aide IV
5 minutes

Filing of After Care Report from the LGU

SWoll
S minutes
i
Py - N
7 Update progress report on the .
! termination of the case !
: swol |
2 minutes -

SN— e
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DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT

National Capital Region
JOSE FABELLA CENTER

CASE MANAGEMENT

ASSESSMENT ARD DIAGNOSIS OF THE CASE

Worker

Ny OD/EOD e

N
Assignment of case to Social ™~

Receipt and review of documents of the new
case.
SWOlt
11 mins

Conduct of Intake Interview
sSwo il
10 mins

i}
!

Prepare Social Case Study Report and submit to
AA-V
SWO It
2hours and 2 mins

\is
x

Log-infout of SCSR and endorse to SWO ili
AA-IV
2 mins

J

¥

Review & provide input of submitted SCSR and
endorse to AA-IV
SWOHI
32 mins

J.

%

Log-in/out of SCSR and endorse to SWO i}
AA-IV
2 mins

I
J
// /\ Yes
e With \

™~
No
L

AN

%

\ mments? //
~ ]

Sign enhanced SCSR and forward to AA for
tracking
SWO i
2 mins

Approval of the SCSR
SWovV

. 1 min /

\‘! ~ 3 R o
\J’
TN

(e)

Revision and inclusion of inputs
SWo li
15 mins




