
 

 

 

LIST OF SERVICES 

 

 

Municipal Social Welfare & Development Office   Page Number 

External Services  
           

 
 

Child and Youth Welfare Program 1.  

Guidance and  Counselling 2.  

Persons with Disabilities (PWDs) and Senior Citizens 
Program 

3.  

Emergency Assistance Program 4.  

Family and Community Welfare Program 5.  

Issuance of Certificate of Indigency 6.  

Issuance of Social Case Study Report 7.  

Support Legal Adoption 8.  

Nutrition Program 9.  

Population Program 10.  

Self-Employment Livelihood Assistance 11.  

Support Services to Child In Conflict with the Law 12.  

Women’s Welfare Program 13.  

 
Internal Services 

None 

 

 

 

 

 

 

 

 
 

 



 

 

1.  Child and Youth Welfare Program 

             Involves Day Care Services that inlcudes provision of Supplementary Parental 

Care to 3 to 4 years old children of parents who find it difficult to fully take care of their 

children during part of the day because of work or some other reasons. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

 

Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Children age 3 to 4 years old whose parents find it difficult to fully take care of 

their children during the day because of work or some other reasons. 

 

Parents who would like to avail the Day Care Service may visit the Day Care 

Center in their respective barangays.  

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

1 Copy of Enrolment  Form 

 

Barangay Office – Daycare Center 

 

1 Photocopy of child’s birth certificate Philippine Statistic Authority / Local Civil Registrar – Civil 

Registrar Officer 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Visit the Daycare 

Center of the Barangay 

1.1 Facilitate 

Enrolment Form 

None 20 Minutes Child Development Worker 

Daycare Center 

 

 

 

 

 



2. Guidance and Counselling 
 
 Involves the process of helping individuals discover and develop their 
potentialities and provide guidance on a stressful situation thereby to achieve an optimal 
level of personal happiness and social usefulness.  
    

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

Classification: Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

Family Heads and other needy adults 

 

CHECKLIST OF REQUIREMENTS 

 

 

 

WHERE TO SECURE 

 

Valid I.D. Any Issuing Authority 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

Request for 

counseling at the 

office. 

Interview and assist the 

client. 

None 1 Hour Municipal Social 

Welfare Officer 

MSWD Office 

or 

Social Welfare 

Officer II 

MSWD Office 

 

TOTAL 

 

1 Hour 

 

 

 
 
 
 

 

 

 

 



3.  Persons with Disabilities (PWDs) and Senior Citizens Program 

Provision of services on disability prevention, rehabilitation and equalization of 

opportunities for physically, mentally and socially disabled person and Senior Citizens in 

order to enhance their capabilities to attain a more meaningful, productive and satisfying 

way of life and ultimate self-reliant and contributing member of the society. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

 

Highly Technical 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Indigent Senior Citizen and Persons with Disabilities who are residents of 

Cantilan, Surigao Del Sur. 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

1 Copy Medical Certificate for Assistive 

Device 

Municipal Health Office – Office of the Municipal Health Officer 

1 Photo of Client showing his/her difficult 

Condition 

 

Self 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Submit requirements 1.1 Assessment 

and Interview 

 

 

 

None 30 Minutes 

 

 

 

 

*Municipal Social Welfare 

Officer 

MSWD Office 

or 

*Social Welfare Officer II 

MSWD Office 

 1.2 Preparation 

& Processing of 

Document 

None 20 Days *Municipal Social Welfare 

Officer 

MSWD Office 

or 

*Social Welfare Officer II 

MSWD Office 

TOTAL 20 Days and 30 

Minutes 

 

 



4.  Emergency Assistance Program 
 

Financial Assistance extended to needy walk in clients in crisis situations and 

emergency food commodities provided to needy families suffering food shortage caused 

by natural and man-made disasters.  

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

 

Highly Technical 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Families who are in crisis situations needing medical, burial, housing, 

transportation, food and other needs.  

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

 

Burial Assistance: 

1 copy of Funeral Billing 

1 copy death certificate 

 

 

 

Funeral Service Provider 

Local Civil Registry Office 

 

Medical Assistance: 

1 Copy of Medical Bill (Hospitalization) 

2 Photocopies of Prescription (Medicines) 

 

Attending Hospital 

Attending Physician 

 

Housing Assistance: 

Photos of Damaged House 

Barangay Certification of Damaged House 

 

Attending Hospital 

Attending Physician 

 

Transportation Assistance: 

Accomplished Form 200 

 

Barangay Hall – Office of the Punong Barangay  

 

Food and Other Needs: 

Accomplished Form 200 

 

Municipal Social Welfare Officer 

MSWD Office or 

Social Welfare Officer II 

MSWD Office  

 

 

 



CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Client to report his/her 

case and submit 

requirements 

1.1 Assessment 

and Interview 

 

 

 

None 30 Minutes 

 

 

 

 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2 Preparation & 

Processing of 

Documents 

(Medical and 

Burial) 

 

 15 Minutes 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.3 Processing of 

Documents (For 

Transportation, 

Housing, Food 

and Other Needs) 

 20 Days 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.4 Notification on 

availability of 

check (For 

Transportation, 

Housing, Food 

and Other Needs) 

 1 Minute 

 

MSWD Staff / MSWD 

Officer / SWO 

 

Total 

 

20 Days and 46 

Minutes 

 

 

 

 

 

 

 

 

 

 

 

 



5.  Family and Community Welfare Program 
 

Assistance to socially disadvantaged families & communities to develop their 
capability in defining needs and formulating solutions as well as setting up viable 
community structures to bring about a social change. Services are as follows: Parent 
Effectiveness, Marriage Counselling, Responsible Parenthood and Social Preparation 
for People participation. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

 

Complex 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Couples and families in marginalized sectors. 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

Valid ID Any Issuing Authority 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

Personal Visit to the 

MSWD Office  

1.1 Intake/Interview 

 

 

 

None 30 Minutes 

 

 

 

 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2 Organization of 

groups 

 

None 1 day 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.3 Preparation of 

needed documents 

such as project 

proposals and 

module 

 

 1 Day 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.4 Conduct of  2 Days Municipal Social Welfare 



Sessions Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

  

Total 

4 Hours and 30 

Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6.  Issuance of Certificate of Indigency 
 

A Certificate of Indigency or a Certificate of Low Income is a document that are 
sometimes required by the Philippine government or a private institution as proof of an 
individual's financial situation. It is used to to avail of the services of charitable 
institutions, government and non-government organizations and institutions and for 
legal assistance. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Indigent individuals and families who are residents of Cantilan, Surigao Del 

Sur. 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

1 Copy of Barangay Certificate of Indigency Barangay Hall – Office of the Punong Barangay 

1 request slip / letter / checklist of 

requirements of the receiving office. 

Requesting Office / Agency 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Submit requirements 

to MSWD Office  

1.1 Intake/Interview 

 

 

 

None 

 

 

 

 

 

 

30 Minutes 

 

 

 

 

 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2. Issuance of 

Certificate of 

Indigency 

 

None 

 

5 minutes 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2 Logbook of 

assisted client 

 

None 

 

5 minutes 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 



MSWD Office 

Total 40 Minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7.  Issuance of Social Case Study Report 
 

Social Case Study Report is being issued to clients who need the documents for 

financial assistance, medical assistance, referrals, etc. provided they submit the 

necessary requirements. 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

Highly Technical 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Residents of Cantilan who are availing of social welfare aids from other 

agencies. 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

1 request slip / letter / checklist of 

requirements of the receiving office. 

Requesting Office / Agency 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Personal Visit to the 

MSWD Office of the 

beneficiary or any of 

his/her  blood relative 

on his/her behalf  

1.1 Intake/Interview 

 

 

 

None 

 

 

 

 

 

1 hour 

 

 

 

 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2 Logbook of 

assisted client 

 

None 

 

2 Minutes 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.3 Issuance of 

Social Case Study 

Report 

None 

 

7 Days 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

TOTAL 7 Days and 3 

Minutes 

 

 



8.  Support to Legal Adoption 
 

Legal Adoption is a process whereby a person assumes the parenting of another, 

usually a child, from that person's biological or legal parent or parents. Legal adoptions 

permanently transfer all rights and responsibilities, along with filiation, from the biological parent 

or parents. 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

Highly Technical 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Adoptive Parents, custodian of relative and non-relative child. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Requirements for Adoption Applicants  

1 Copy of Authenticated Birth Certificate Philippine Statistics Authority 

 

1 Copy of Marriage Contract, Annulment, 

Declaration of Nullity, or Legal Separation 

Documents 

Philippine Statistics Authority 

 

1 copy of written consent to the adoption by 

the legitimate and adopted sons/daughters, 

and illegitimate sons/daughter if living with 

the applicant, who are at least 10 years old. 

Law Office 

 

1 Copy of Physical and medical evaluation by 

a licensed physician 

Any attending Physician 

 

1 Copy of Psychological Evaluation (If 

Appropriate0 

Psychiatrist 

 

1 Copy of NBI or Police Clearance NBI or Police 

1 Copy of Latest Income Tax Return / 

Certificate of Employment/Savings Account 

BIR 

1 Copy of three character references Community Social Worker 

 

3x5 Sized Pictures of the applicant(s) and 

his/her/their immediate family taken within the 

last three months  

Applicant 

 

https://en.wikipedia.org/wiki/Parenting
https://en.wikipedia.org/wiki/Rights
https://en.wikipedia.org/wiki/Filiation


1 Copy of Certificate of Attendance a pre-

adoption forum or seminar 

DSWD Field Office 

 

Affidavit of temporary custody Law Office 

 

Additional requirements as may be needed 

by the social worker 

__ 

Requirements for Foster Applicants 

 

 

Marriage Contract Philippine Statistics Authority 

Birth Certificate Philippine Statistics Authority 

Medical Certificate  Any Attending Physician 

Latest Income Tax Return BIR 

Three Character References Community Social Worker 

Brgy. Certificate of Residency Office of the Barangay 

Recent Family Picture Applicant 

NBI or Police Clearance NBI or Police 

Certificate of Attendance to Foster Care 

Forum / Seminar 

DSWD Field Office 

Certificate of Good Moral Character Barangay / Police 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Personal Visit to the 

MSWD Office 

1.1 Intake/Interview 

 

None 30 Minutes 

 

 

 

 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2 Conduct of 

Child Study Report 

and as one of the 

requirements to 

declare child is 

legally available for 

adoption. 

None 7 Days 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 



 1.3 Administer the 

Deed of Voluntary 

Commitment to the 

biological parents 

of the child as one 

of the requirements 

to declare child is 

legally available for 

adoption. 

 

None 3 Hours 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.4 Conduct of 

Home Study Report 

for Local Matching 

None 7 Days Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.5 Referral to 

DSWD Field Office  

None 30 Minutes Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 

TOTAL 

14 Days and 4 

Hours 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9.  Nutrition Program 
 

              Awareness on the advantage of Proper Nutrition to lessen Malnutrition 

Problems in the locality. Involves periodic monitoring of Barangay Nutrition Scholars to 

children in the community and provide necessary interventions to address malnutrition.  

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

All children in the municipality of Cantilan. 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

None None 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Request for 

information at the 

MSWD Office 

1.1 One-on One 

Consultation on 

nutrition problem 

and services. 

None 30 Minutes 

 

 

 

 *Municipal Social Welfare 

& Devt’ Officer 

MSWD Office 

 

 1.2 Assessment of 

Nutritional Status of 

the Child (Review 

Child’s record) 

None 20 Minutes *Nutrition Program Focal 

Designate 

MSWD Office 

 

TOTAL 50 Minutes  

 

 

 

 

 

 

 



10.  Population Program 
 

               Information, Education and Communication (IEC) Campaign on Fertilitiy 

Awareness, Reproductive Health and Family Planning through Natural Method. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

 

Classification: 

 

Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Families, Couples, Youth 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

None None 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request for 

Information and 

schedule of sessions 

at the MSWD Office 

  1.1 Intake/interview 

 

1.2 Counselling/Seminar 

(Responsible Parenting 

Movement, IEC in the 

barangay, Pre-Marriage 

Counselling) 

 

1.3 Preparation and 

Release of Certificates 

None 30 Minutes Municipal Social Welfare 

Officer 

MSWD Office 

 

 

 

 1.2 Counselling/Seminar 

(Responsible Parenting 

Movement, IEC in the 

barangay, Pre-Marriage 

Counselling) 

None 3 Hours Municipal Social Welfare 

Officer 

MSWD Office 

 1.3 Preparation and 

Release of Certificates 

None 1 Hour Population Staff 

TOTAL 4 Hours and 30 

Minutes 

 

 



11. Handling of Children In Conflict with the Law (CICL) and 
Children at Risk (CAR) 
 

                CICL refers to a child who is alleged as accused of or adjudged as having 

committed an offense under Philippine Laws. He or she is a person under the age of 

Eighteen years (RA 9344 as Amended by RA 10360). 

 In handling CAR and CICL to ensure that these children are treated in a manner 

that recognizes and uphold human dignity and worth. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

Classification: Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

 

Children at Risk (CAR) and Children in Conflict with the Law (CICL) 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

1 copy of turn-over document of the child. 

 

 

Law Enforcement Agency (Police) – Women and 

Children Protection Desks (WCPD) 

1 photocopy of birth certificate 

 

Philippine Statistics Authority / Local Civil Registry Office 

 

1 Copy of Court Order for Children in Conflict with 

the Law 

Court 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSIN

G TIME 
PERSON RESPONSIBLE 

1.Turning over of the 

child with his/her 

guardian and the Law 

Enforcement Agency 

1.1 Intake/interview 

 

 

 

None 1 Hour Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.2 Preparation of 6-

month monitoring contract 

for children below 15 

years of age. 

 

None 20 Minutes 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 



 1.3 Assessment of the 

child’s discernment for 15 

years old and above but 

below 18 years old.  

 

None 8 Hours 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.4 Prepare the client 

together with the parents 

for counseling session 

(diversion process with 

court order) 

 

None 1 Hour 

 

Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.5 Orientation of the 

diversion process to 

parents/guardians 

None 30 Minutes Municipal Social Welfare 

Officer 

MSWD Office 

or 

Social Welfare Officer II 

MSWD Office 

 1.6 Orientation on the 

Intervention Program  

for children below 15 

years of age. 

None 30 Minutes Barangay Council for the 

Protection of Children 

 

TOTAL 

11 Hours and 

20 Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. Self-Employment Assistance 
 

             Involves granting of interest-free capital assistance to family heads and other 

needy adults who have skills, and existing income generating project. 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

Classification: Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

Family Heads and other needy adults 

 

CHECKLIST OF REQUIREMENTS 

 

 

WHERE TO SECURE 

1 Photocopy of any valid identification card 

 

Any Issuing Authority 

 

1 Accomplished General Intake sheet MSWD Office – SEA Program 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Visit the office for 

information and 

Interview 

 

1.1   One-on-one 

interview with the client to 

get pertinent information 

 

None  

30 Minutes 

 

 

 

SEA Focal Person 

MSWD Office 

 

Or 

 

Municipal Social 

Welfare & Dev’t 

Officer 

MSWD Office 

 1.2   Results of interview 

is written in the Intake 

Sheet 

None 30 Minutes 

 

SEA Focal Person 

MSWD Office 

 

 1.3 Conduct home visit to 

follow up if the project is 

existing & gather 

collateral information 

None 3 Hours 

 

Municipal Social 

Welfare & Dev’t 

Officer 

MSWD Office 

 1.4 Preparation of the 

SEA Pertinent Papers if 

qualified and Processing 

 

None 1 Hour 

 

SEA Focal Person 

MSWD Office 

 



 1.5 Conduct of BBM & 

Release of Additional 

Capital    Assistance 

None 1 Hour 

 

SEA Focal Person 

MSWD Office 

 

 1.6 Follow up of project 

implementation & 

Conduct    Home Visit 

None 30 Minutes 

 

SEA Focal Person 

MSWD Office 

 

 1.7 Payment of Rollback 

(Issuance of Receipt) 

None 15 Minutes SEA Focal Person 

MSWD Office 

TOTAL 6 hours and 45 

minutes 

 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



13. Women’s Welfare Program 
 

Special attention is given to the welfare of socially disadvantaged women who 

are functional illiterate with limited or no skills in personal and child care, with limited or 

no income to support their basic needs and augment family income who have low 

esteem and who are in difficult circumstances such as the battered or abused. 

Also involves Interventions provided for victim-survivors of violence against 

women and children (VAWC). Such include psychosocial care, psychosocial 

counseling, and provision of professional health services, referral for medico-legal 

examination, and provision of mechanisms for protection from mental, emotional, 

physical, sexual abuse, and other forms of exploitation. 

 

 

Office or Division: 

 

Municipal Social Welfare and Development  Office (MSWDO) 

Classification: Simple 

 

Type of Transaction: 

 

G2C – Government to Citizen 

 

Who may avail: 

Women in Marginalized Sectors, Women and Children who are victims of 

violence and abuses of any forms. 

 

CHECKLIST OF REQUIREMENTS 

 

 

WHERE TO SECURE 

1 Photocopy of any valid identification card 

 

Any Issuing Authority 

 

1 Accomplished General Intake sheet MSWD Office – Women’s Welfare Program 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

 

 

 

 

 

 

 

1. Visit the office for 

information and 

Interview 

 

1.1   Assessment through 

Intake interview 

 

None 30 Minutes 

 

 

 

* Municipal Social 

Welfare Officer 

MSWD Office 

or 

Social Welfare 

Officer II 

MSWD Office  

1.2 Home Visit 

 And / Provide Counseling 

/ Psychosocial Support 

None 3 Hours 

 

Municipal Social 

Welfare Officer 

MSWD Office 

or 



Social Welfare 

Officer II 

MSWD Office 

1.3 Matching and Referral None 30 Minutes 

 

Municipal Social 

Welfare Officer 

MSWD Office 

or 

Social Welfare 

Officer II 

MSWD Office 

 

TOTAL 

 

4 Hours 

 

 

 

 

FEEDBACK AND COMPLAINTS MECHANISM 

How to send feedback Every client served shall answer the 

client satisfactory survey 

How feedbacks are processed Every end of the month, the office 

shall consolidate the answers of 

clients served and analyze them 

based on the provided scales for 

every question. 

How to file a complaint Anyone who has complaints and 

inquiries shall be dealt with using the 

Grievance and Redress System of the 

Office. He/she shall visit the office and 

write his/her complaints in the 

grievance redress form. 

How complaints are processed Each complaint shall be addressed by 

the unit / concerned division within 72 

hours upon receipt of the complaint. 

Contact Information  

Email: 

dpasco_mswdo@yahoo.com.ph 

 

Facebook: 

 

mailto:dpasco_mswdo@yahoo.com.ph


MSWD-Cantilan 

 

 

 

 

 



 

 


