ﬁ Republic of the Phillpplnes

Departmont of Social Welfare and Development
. FIELD OFFICE NCR
389.San Rafael Street corner Legarda Street, Manlia
Tolophono Nos. (m)'ru-zuvn:u-sm, Telefax (632)734-8641/734-8646/734-8652

e-mall: ncr@dswd.gov.ph
S — Website *g .

tpiwww, dswd, gov.ph/

o
(22

REGIONAL MEMORANDUM ORDER

NO.

SERIES OF 2013

" SUBJECT ENHANCED GUIDELINES ON RENDERING
EXECUTIVE ON DUTY IN DIFFERENT RESIDENTIAL CARE
FACILITIES OF DSWD-NCR
RATIONALE

The DSWD as the lead national government agency mandated to provide protection to
disadvantaged sectors operates residential care facilities on a twenty four hour (24 hr)
basis. Guided by the Manual of Operations of every residential care facility, proper
implementation of its programs and services has been ensured. This includes provisions
on the creation or delegation of tasks of an Executive On Duty (EOD).

To operationalize the provisions on Executive On Duty, Regional Memorandum Order
No. 01, Series of 2012 was formulated. After more than 10 years of existence of this
guidelines, there were areas which need enhancement to respond to emerging issues
and concerns. These include identification of appropriate and competent officers to be
delegated as Executives On Duty, their functions and responsibilities and other
institutional arrangements. Hence, to ensure the clarity of its policies, provisions and
institutional arrangements that will help in the smooth implementation of programs and

delivery of services in residential care facilities of-the DSWD-NCR, enhancement was
made.

LEGAL BASES

1. Civil Service Commission of Omnibus Rules and Implementing Book 5 of Executive
Order 292, states that: (Sec.7) “In the exigency of service, or when necessary by the
nature of the work of a particular agency and upon representations with the
Commission by the department heads concerned, requests for the rescheduling or
shifting of work schedule of a particular agency for a number of working days less
than the required five days may be allowed provided that the government officials
and employees render a total of forty hours a week and provided further that the
public is assured of core working hours of eight in the morning to five in the
afternoon continuously for the duration of the entire workweek”. (Sec. 10) “When

" the interest of public so requires, the daily hours of work for officers and employees
may be extended by the head of the agency concerned, which extension shall be

fixed In accordance with the nature of work. Provided, that work in excess of eight
(8) hours must be properly compensated.

2. Regional Memorandum Order No. 001 Series of 2002 which provides general

guidelines for the institutionalization of Executive on Duty in DSWD-NCR Residential
Care Facilities.
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This guidelines aims to enhance RMO # 001 series of 2002 to provide a clearer direction

and guidance to all employees of DSWD-NCR who are desagnated to perform the roleb
and functions of an Executive On Duty.

. “
Specifically it shall:
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Determine appropriate staff of the center who are authorized to render as EXECUtIVG
on Duty

2. Define functions, duties and responsibilities and accountabilities of EOD. ;

3. Identify the roles and responsibilities of offices which are involved in the
implementation of this guidelines.

DEFINITION OF TERMS

1. Contractual / Casual Status — refers to nature of employment of a person who shall
undertake a specific job work or job for a limited period not to exceed one (1) year

2. Executive on Duty (EOD) - refers to the designated staff who assumes administrative
and technical supervision -of the operation and management of a residential care
facility from 5:00 pm to 9: 00 am.

3. Leave Without Permission' (LWP) — refers to the act of residents in escaping or
leaving the residential care facility without issuance of’ discharge clearance on out-
on-pass.

4. Memorandum of Agreement or MOA Worker-'-r'e'fers to staff under the Contract of
Service with DSWD-NCR. It covers lump sum work or services where no employer-
employee relationship exists between the individual and the government.

'S, Permanent Status~ refers to the appointment issued to a person who meets all the
minimum qualification standards of the position to which he is being appointed,
including the appropriate eligibility prescribed, in accordance with the provisions of
law, rules and standards promulgated in pursuance thereof,

6. Residential Care Facilities — refers to the centers / institutions managed and
operated by DSWD-NCR as a residential facility catering to varied categories of
clients and which operate on a 24-hour basis.

P

Residents — refesto clients of the residential care facility




VI,

SCOPE AND ’ERAGE . ! :

The guidelines shall cover a'lltresidential care facilities for children, youth, adult with

special needs, persons with disablhtles, older persons and other special cases managed
and operated by DSWD-NCR.

GENERAL POLICIES AND IMPLEMENTING PROCEDURES
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Qualified personnel to render EOD shall include the following;

a. Primary —those who are holding permanent, contractual or casual appointment

- L. Social Welfare Officers (1,I1,1l1)
I, Psychologist |
lll.  Manpower Development Officer 11/l
IV.  Nutritionist Dietitian
V.  Houseparent IV/Ili

b. Secondary

I.  Houseparent Il — assessed by the HP lIl/IV and recommended to the

Center Head as responsible and can execute critical functions as EOD and
may be designated only in case of lack of primary identified officials.

ther MOA staff holdmg Professional or Second Level positions or Senior

. equivalent (Social Welfare Officers, Psychologists, Manpower
*'Dev&inpment Ofﬂcers, Houseparent lV/III)

All desngnatlons-of EOD shall be by virtue of Regional Special Order for perménent
employees and Regional Administrative Order for the MOA Workers .

Effectivity of the designation as EOD shall be continuous unless sooner revoked

Schedule of EOD shall be submitted to the Personnel Administration Section every
10" day of the preceding month and should be strictly followed. Should there be any

changes on schedule of duty, the Head Social Worker shall duly notify the Regional
Director,

Rotation of schedule of EOD may be done on a monthly or quarterly basis depending
on the schedule submitted to Personnel Administration Section. .

No EOD shall be designated without proper and thorough orientation on their duties
and responsibilities.

No EOD shall be assigned to render as Houseparent On Duty in cottages nor conduct
individual or group work sessions with clients during the tour of duty.

Duty rendered in excess of 40 hours per week shall be subject for offsetting based
on existing guidelines.

Number of staff who will render EOD per day may exceed to one (1) depending on
the availability of senior and qualified staff in the center. In'case 2 or more EODs are
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designatﬁr day, one shall be identified as the over-m who shall consohdate
all the re
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DUTIES AND RESPONSIBILITIES OF EOD

As a general rule, all designated Executives on Duty should be guide
policies of the center on program management and administration esp

admission, confidentiality of cases, staff attendance and performance e @mﬂ}; financial
and supply management and general services.

Further, the EOD shall perf:rm the following duties and responsibilities: '

Exercise overall supervision in the operation of the center from 5:00 PM to 9:00 AM
of the following day. EOD shall stay at the Administration Office during tour of duty

except when conducting rounds. All EODs shall observe proper office decorum and
dress code during his/her entire tour of duty.

Assess and evalgate referrals for admission including the completeness Qf
requirements and ‘endorse admitted client to appropriate cottage for proper care

and management. When necessary, the EOD can refer clients to appropriate agency
that could best serve their needs.

Conduct rounds during the tour of duty at least three (3) times within the duration

of duty, i.e. upon endorsement or acceptance of responsibilities as EOD, during the
middle and at the end of the tour of duty.

Not allow the conduct of outreach program bexqu's:oo pm

Ensure that newly admitted client’s personal money and properties are properly

recorded, accounted and kept for proper endorsement to 'the Head of Residential
Care Facility.

Issue supplies to newly admitted clients

Ensure confidentiality of cases and strict adherence to Administrative Order No. 212
Series of 2009 or the Enhanced Guidelines in Handling Requests for Media
Interviews of Residents and Staff and Movie and TV Shooting / Taping. Should there

be any spot interviews requested by the media, approval of the Regional Director
should first be sought.

Attend. to &tharges of clients to relatives/families during the tour of duty in
coordination with the social service staff.

Attend to visitors and telephone inquiries during tour of duty.

10. Acknowledge, issue official receipts, record donations and make disposition of

perishable goods when necessary. All donations should be endorsed to the Head of
the residential care facility at the earliest possible time for proper disposition.



11. Make iniate and necessary decisions on emergenns'es like medical referrals,
- leave -wit'Sut permission, deaths, etes, and submit necessary reports within 24

hours to the Head of the Residential Care Facility and Regional Director.

12. In coordination with the Houseparent on Duty, conduct physical headcount of all

clients and record the movement/condition of clients in the loghook every change of
tour of duty. *
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13. Ensure that the whole center, its cottages and surroundings are clean and in ordef
14, After the tour of duty, endorse the responsibilities and accountabilities to the
Incoming EOD and/or to the Head of the residential care facility which shall include

.money, logbook with complete recordings, and other items and concerns needing
follow-up actions.

EOD logbook should have the following data:

a. Attendance of all staff on duty

b. Actual headcount of clients with age and sex disaggregation in the different
cottages and movement/condition of clients including admission, discharges
out on pass, leave without permission, referrals to hospitals, etc.

c. Activities of clients before going to bed including significant observations on the

ient sdaghavior and activities.

d. problems and concerns encountered during the tour of duty and

‘when necessary.

e. . f’ emergency money received and disbursed consistent with the
coﬂtems ‘of EOD Cash book with correspondrng receipts or Reimbursement
Expense Receipt (RER)

if-

Donatlons received during tour of duty with correspondmg Acknowledgement

Receipt of Donations Received (ARDR) or Acknowledgement Receipt/ Form,
whichever is applicable.

g Reminders to staff on clients’ schedule of travels, court hearings, outdoor trips
institutional visits and other activities for the day.

h. Inspection of facilities and movement of vehicles;

Client’s personal money and properties received during the tour of duty,

j- Suppliesissued to clients

Forms Included in the Endorsement:

General Intake sheet
Discharge Form

Acknowledgement Receipt of Donations Received (ARDR)
: Acknowledgement Receipt/Form

on o
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Headcount Matrix
Caseload Inventory

VIIL INSTITUTIONAL ARRANGEMENTS

A. HEAD OF THE RESIDENTIAL CARE FACILITY

Heads of the Residential Care Facilities shall undertake the following tasks:

1,

Assess and recommend to the Regional Director the qualified staff to be the
Executives on Duty;

Submit to the.Regional Director the Schedule of the assigned Executive . on Duty
on a monthly basis;

Ensure that the Executive on Duty is properly oriented on his/her duties and
responsibilities;

Discuss and explain this guidelines to the staff of Residential Care Facility; and

Ensure compliance and adherence to the guidelines.

B. ADMINISTRATIVE UNlT

The Administrative Unit through its Personnel Admlmstratlon Section shall be
responsible for the following: .

1.

Preparation and the issuance of the Regional Special Order / Regional
Administrative Order designating recommended staff as EOD; and

Monitor submission of schedule of EOD and their compliance based on
approved schedule and Daily Time Record of concerned officers.

IX. EFFECTIVITY

This guidelines shall take effect immediately upon its approval. All other issuances
inconsistent herewith are hereby rescinded or revoked.

Issued in Manila, Philippines this _[2*h day of Gepember, 2013.

e dkend

MA. ALICIA S. BONOAN

\\Di}ctor v




