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NAME OF SEVICE TOTAL FEESTOBE TOTAL PROCESSING
PAID TIME
EXTERNAL SERVICES

1. [PROCESSING OF FINANCIAL None 1 hour, 30 minutes
ASSISTANCE TO FAMILIES IN CRISIS
SITUATION

2. |PROCESSING OF CERTIFICATE OF None 40 minutes
INDIGENCY

3. |PROCESSING OF DOCUMENTS FOR None 30 minutes
REFERRAL TO OTHER AGENCIES

4. PROCESSING OF SENIOR CITIZENS None 1 hour, 50 minutes

AND PERSONS WITH DISABILITY
CASH ASSISTANCE DURING SPECIAL
OCCASION

5. |PROCESSING AND ISSUANCE OF PhP 120.00 1 day, 30 minutes
IDENTIFICATION CARDS
6. |MANAGEMENT OF CASES OF CHILD None 1 day
ABUSE, NEGLECT AND
EXPLOITATION

7. |MANAGEMENT OF CASES ON None 7 hours
VIOLENCE AGAINST WOMEN AND
CHILDREN

8. |MANAGEMENT OF CASES ON None 10 days, 5 hours
CHILDREN IN CONFLICT WITH THE
LAW (CICL)

9. |REFERRAL FOR A REQUEST OF None 40 minutes
ASSISTIVE DEVICE
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PROCESSING OF FINANCIAL ASSISTANCE TO FAMILIES IN
CRISIS SITUATION

The processing of Financial Assistance to Families in Crisis Situation is a service provided
by the Local Government Unit to individuals or families who are experiencing unexpected
hardships or emergency situations, such as medical emergencies, death in the family,
accidents, natural disasters, or other urgent circumstances that require immediate support.

Through this service, the concerned office evaluates and processes requests for financial
assistance in order to provide temporary relief and support to eligible individuals or
families who are unable to cope with their current situation. The assistance aims to help
alleviate the financial burden brought about by the crisis and to support the basic needs of
the affected individuals or families.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Medical certificate or medical Hospital or Medical Clinic

abstract with date of issuance,
complete name, signature and
license number of the attending
physician (1 photocopy, bring one
original for verification)

2. Hospital bill or Statement of Hospital or Medical Clinic
Account (outstanding balance)
with complete name and signature
of the billing clerk (1 photocopy,
bring original for verification

MPA ¥
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3. Prescription or laboratory request |Hospital or Medical Clinic
(cost/price specified) with date of
issuance, complete name,
signature and license number of
the attending physician (1
photocopy, bring original for

verification

4. Death Certificate / Funeral Office of the Municipal Health Officer/ Funeral
Contract of Service duly signed (1 | Parlor servicing the deceased/Office of the
photocopy, bring original for Municipal Civil Registrar

verification)

Client presents | 1.1 Inspect the 10 minutes
the needed required

requirement to documents and

the Office of check for

the Municipal completeness.

Mayor.

1.2 Conduct initial %
interview. N o8
AVERIL BRIAN S.
TINIO
Municipal
Administrator
Office of the

Municipal Mayor
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2. Client 2.1 Clientinformation | None 20 minutes
proceeds to is recorded in the
the MSWD logbook.
Office and
submit the 2.2 Clientis
noted interviewed and
requirement/s assessed for case VS
for interview summary and j
and certificate of VICKY E. CAJES
assessment. eligibility. MSWD Officer
Office of the
2.3 Other required Municipal Social
supporting Welfare and
documents are Development
prepared and Officer

forwarded to the
Municipal Budget
Office.

WARREN T.
MUMAR
Administrative
Aide |
Office of the
Municipal Social
Welfare and
Development

Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Client waits 3.1 MBO prepares the | None 30 minutes
while the Obligation
voucher Is Request, attached
being the forwarded
processed in documents from
the MBO, the MSWDO and
Accounting forward it to the
Office, Accounting Office. | .
Treasurer's MEDINA B.
Office MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
3.2 The Office of the |None 30 minutes
Municipal
Accountant
reviews the
documents and
record the
transaction in the
book of Accounts s | i
and forward the SHERYL D. CELO
documents to the Municipal
Treasurer’s Office. Accountant
Office of the
Municipal

Accountant
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3.3 The Office of the |None 30 minutes
Municipal
Treasurer reviews
the documents
and release the
cash to the client.

£

EVELYN P.
RESANE
Municipal
Treasurer

Office of the
Municipal

Treasurer
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PROCESSING OF CERTIFICATE OF INDIGENCY

The Office of the Municipal Social Welfare and Development Officer (MSWDO) processes
and issues a Certificate of Indigency to qualified constituents from the twenty (20)
barangays of the Municipality of Trinidad. This certification is issued to individuals or
families who are assessed to be indigent and in need of assistance.

The Certificate of Indigency is commonly required as supporting documentation for various
purposes such as medical assistance, educational assistance, financial aid, legal
transactions, and other government or private institution requirements. The issuance
of the certificate is subject to assessment and verification by the MSWDO to ensure that
the requesting individual or family meets the criteria for indigency based on existing
guidelines and policies.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All LGU-Trinidad residents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Barangay Certificate of Indigency |Barangay Hall
(1 original Copy)
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Client Receive the 10 minutes

presents the required

needed documents and

requirement to check for

the Office of completeness.

the Municipal

Mayor. 1.2 Client information VA
is recorded in the o i
logbook. VICKY E. CAJES

2. Clientis 2.1 Theclientis None 30 minutes MSWD Officer

interviewed. interviewed and Office of the
assessed for the Municipal Social
Certificate of Welfare and
Indigency. Development

Officer

2.2 The Municipal
Social Welfare
and Development
Officer or the
assigned
personnel
processes the
document and
have it signed by
the MSWDO.

2.3 The Certificate of
Indigency is
released after
signing and after
giving the client
additional advice

for its iuriose.
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PROCESSING OF DOCUMENTS FOR REFERRAL TO OTHER

AGENCIES

The Office of the Municipal Social Welfare and Development Officer (MSWDO) assists
individuals and families from the twenty (20) barangays of the Municipality of Trinidad who
are experiencing crisis situations or various social welfare concerns by facilitating the
processing of documents for referral to appropriate government agencies, non-government
organizations, and other institutions.

Through this service, the MSWDO evaluates the needs of the concerned individuals or
families and prepares the necessary endorsements, referrals, and supporting documents
to enable them to access additional assistance from agencies that may provide medical,
financial, livelihood, educational, or other forms of social support. This process aims to
help augment the available resources of the beneficiaries and ensure that they receive the
appropriate assistance from relevant service providers.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All LGU-Trinidad residents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Valid ID of the claimant (3 Claimant

photocopy; bring original ID for
verification)

2. Barangay Certificate of Indigency |Barangay Hall
of the Claimant (1 original, 2
photocopy)

3. Supporting documents (all of the
following, whichever is
applicable):

s33s

1 ¥ 4
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a.For medical assistance: Medical |Hospital or Medical Clinic
Certificate or Medical Abstract
with date of issuance, complete
name, signature and license
number of the attending
physician; Final Hospital Bill or
Statement of Account
(Outstanding Balance) with
complete name and signature of
the Billing Clerk; and
Prescription or Laboratory
requests (cost/price specified)
with date of issuance, complete
name, signature and license
number of the attending
physician (1 original, 2
photocopy); if in case claimant
was dog-bitten, client must also
submit Barangay Blotter (1
original, 2 photocopy);

b.For educational assistance: School being attended
validated School ID of the
student-beneficiary (3 copies);
Certificate of Enrollment or
Registration (1 original, 2
photocopy); and School
Assessment or Billing (1
original);

c. For burial assistance: Funeral Municipal Health Office / Funeral Parlor servicing
Contract of Service/Final Bill (1 |the deceased
original, 2 photocopy); and
Death Certificate (1 original or

MPA ¥
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certified true copy by LCR, 2
photocopy);

d.For transportation assistance: Police Station
Police Blotter or Certification (if
client is victim of pick-pocket,
illegal recruitment, etc.), or
other supporting document/s
such as, but not limited to,
justification of the Social
Worker, Medical Certificate,
Death Certificate, and/or Court
Order or Subpoena, 1 original

copy

The client 1.1 Inspect the 10 minutes

presents the required

needed documents and

requirements check for

for checking. completeness.

1.2 Ifthe |
requirements <\ R
brought by the MANILYN B.
client is CAMBANGAY
incomplete, the Administrative
clientis given a Aide |
st of Office of the
reqwrements and Municipal Social
advised to Welfare and
comply. Development
Officer



Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

1.3

If the
requirements are
complete, client
information is
recorded in the

logbook.
2. Clientis 2.1 Theclientis None 20 minutes
interviewed. interviewed and

2.2

2.3

24

assessed for the
Case Summary.

The MSWDO or
the assigned
personnel
processes the
document and
have it signed by
the MSWDO.

The Case
Summary and
other referral
documents are
released after
signing and giving
advice on its
purpose.

Giving the client
additional
instructions on
how he can be
assisted in the
other agency.

L
$ L5
PNL

VICKY E. CAJES
MSWD Officer
Office of the
Municipal Social
Welfare and

Development
Officer

OR
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CIRYL S.
LAROGA
Disability Affairs
Officer |
Office of the
Municipal Social
Welfare and
Development

Officer
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PROCESSING OF SENIOR CITIZENS AND PERSONS WITH
DISABILITY CASH ASSISTANCE DURING SPECIAL
OCCASION

The Office of the Municipal Social Welfare and Development Officer (MSWDO) facilitates
the processing of cash assistance for Senior Citizens and Persons with Disabilities
(PWDs) from the twenty (20) barangays of the Municipality of Trinidad during special
occasions or designhated events recognized by the Local Government Unit.

Through this service, the MSWDO assists qualified beneficiaries in the submission,
verification, and processing of required documents to ensure that eligible Senior Citizens
and PWDs are able to avail themselves of the cash assistance granted by the municipality.
This initiative aims to provide financial support and recognition to these sectors of the
community, in accordance with existing policies, guidelines, and available resources of the
Local Government Unit.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All Senior Citizens and Persons with Disability
(PWD) in the Municipality of Trinidad

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Senior Citizen's ID or PWD ID (1 Claimant
photocopy; bring original ID for
verification)
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Client submits Evaluates the 10 minutes
the needed required 4
requirement to document and o €
the Public verifies
Assistance information. e
Counter and /)
Complaint 1.2 Input client
(PACCD) information in the ¥ vy
Desk forms. VIDALITA O.
Personnel. LINAO
1.3 Preparation of the Administrative

Petty Cash Assistant

Voucher, Public Information

Certificate of Counter and

Eligibility, and Compliant Desk

proforma Case

Summary.

1.4 Forward the

documents to the

Office of the

Municipal Social

Welfare and

Development

Officer.
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Client
proceeds to
the MSWD
Office and
submits the
noted
requirement/s
for interview
and
assessment.

2.1

2.2

2.3

24

Client information
IS recorded in the
logbook.

Client is
interviewed and
assessed for
Case Summary
and Certificate of
Eligibility.

The documents
are signed by the
MSWDO or
Authorized
Personnel.

Other required
supporting
documents are
prepared and
forwarded to the
Office of the
Municipal Budget
Officer

None

10 minutes

WARREN T.
MUMAR
Administrative
Aide |
Office of the
MSWD Officer

RIZALINAT.
ROSIOS
Administrative
Aide |
Office of the
MSWD Officer
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3. Client waits 3.1 MBO prepares the | None 30 minutes
while the Obligation
voucher Is Request, attaches
being the forwarded
processed in documents from
the MBO, the MSWDO, and
Accounting forwards it to the
Office, and Accounting Office | .
Treasurer's MEDINA B.
Office. MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
3.2 Accounting Office | None 30 minutes
will review the
documents and
record the
transaction in the
Book of Accounts,
and forward the
documents to the s | i
Treasurer's Office. SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant
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3.3 The Municipal None 30 minutes
Treasurer will
review the
documents, and
release the cash
assistance to the
client.

£

EVELYN P.
RESANE
Municipal
Treasurer
Office of the
Municipal
Treasurer
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PROCESSING AND ISSUANCE OF IDENTIFICATION CARDS

The Office of the Municipal Social Welfare and Development Officer (MSWDO) assists
Senior Citizens, Persons with Disabilities (PWDs), and Solo Parents who are bona fide
residents of the Municipality of Trinidad in the processing and issuance of their
Identification Cards (IDs).

These identification cards serve as official proof of registration and eligibility to avail of the
benefits, privileges, and services provided under existing laws, local ordinances, and
programs of the Local Government Unit for these sectors.

Through this service, the MSWDO facilitates the submission and verification of required
documents, registration of qualified applicants, and preparation and issuance of the
corresponding identification cards, ensuring that eligible beneficiaries are properly
recorded and able to access the assistance and privileges intended for them.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All Senior Citizens, Persons with Disability (PWD)

and Solo Parents in the Municipality of Trinidad

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
All of the following, whichever is
applicable:
1. For senior citizen: COMELEC Office

a.Voter's ID or Voter's
Certification (1 photocopy;
bring original for verification),
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b.Barangay Certificate of
Residency (1 original);

Respective Barangay Hall

c. Authorization Letter if the
requesting senior citizen
cannot personally appear

Requesting Senior Citizen

d.Medical Certificate if the
requesting senior citizen
cannot personally appear

Any private or public physicians

2. For PWD:
a.Medical Certificate, duly Municipal Health Office
signed by the Municipal
Health Officer (1 original);
3. For solo parent:

a.Barangay Certificate stating
that the clientis a solo parent
(1 original) or

Respective Barangay Hall

b.Death Certificate of spouse (1
photocopy, bring original for
verification); and

Office of the Municipal Civil Registrar

c. Birth Certificate of the minor
children (1 photocopy, bring
original for verification)

Office of the Municipal Civil Registrar




Client submits
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Evaluates the

10 minutes

the needed required

requirement to document and

the Public verify

Assistance information.

Counter and

Complaint 1.2 Input client A4 LR
(PACCD) information in o V)
Desk the forms. VIDALITA O.
Personnel. LINAO

1.3 Advise the client Administrative
to pay the Assistant
required fees. Public Information
Counter and
Compliant Desk

Client 2. The LGU- None 10 minutes

proceeds to TRIOEMPC staff
the LGU- receive the
TRIOEMPC payment and issue
staff to pay the official receipt.

payment of ID.
the Information |3.  Staff takes picture, | None 1 day LGU-TRIOEMPC
sheet together scan the signature STAFF
with the official and input the data

receipt for to the system and

picture-taking.

print the ID.
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4.

Client claims
the ID.

Public Assistance
Counter and
Complaint
(PACCD) Desk
Personnel release

the ID to the client.

None

10 minutes

VIDALITA O.
LINAO
Administrative
Assistant
Public Information
Counter and
Compliant Desk

OR

MANILYN B

CAMBANGAY
Administrative
Aide |
Office of the
MSWD Officer
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MANAGEMENT OF CASES OF CHILD ABUSE, NEGLECT AND

EXPLOITATION

The Office of the Municipal Social Welfare and Development Officer (MSWDO) provides
assistance and intervention to children who are victims of abuse, neglect, and
exploitation within the Municipality of Trinidad.

Through this service, the MSWDO conducts case assessment, documentation, counseling,
and referral to appropriate agencies or institutions to ensure the protection, safety, and
well-being of the affected child. The office also coordinates with law enforcement agencies,
health institutions, schools, and other concerned organizations in addressing the needs
of the child and in facilitating the necessary legal, medical, psychosocial, and protective
services.

The management of these cases aims to safeguard the rights of children, provide
immediate support and protection, and promote their recovery and rehabilitation, in
accordance with existing child protection laws, policies, and programs of the government.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All abused, neglected and exploited children
where incident happen within the Municipality of
Trinidad
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Medico Legal,1 Original copy Office of the Municipal Health Officer
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Go to MSWD |1.1 Acceptance and

Office to Recording of
report the Reports.
incident and

seek for 1.2 Conduct initial
assistance. interview

VICKY E. CAJES
MSWD Officer
Office of the
MSWD Officer

CIRYL S.
LAROGA
Disability Affairs
Officer |
Office of the
MSWD Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

2. Coordinate 2.1 Joint Interview by |None 20 minutes
with MSWDO MSWDO and PNP
& PNP for the to generate
interview. Child's Sworn
Statement and
other evidences.

2.2 Interview when VICKY E. CAJES
the child has MSWD Officer
rested and is Office of the
prepared to give Municipal Social
statement. Welfare and

Development

2.3 If the child Officer

appears to have
special needs,
suspend the
interview and
secure the
presence of an
appropriate and
trained
professional
(special education
teacher, sign

Women and Child
Protection Desk

Officer
anguage expert Philippine National
or psychologist) Poice (PNP)

24 If the child Trinidad Station

appears to be
exhibiting trauma,
shows extreme
emotions, or
become violent,
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pre-terminate the
interview and
immediately refer
the childto a
psychologist or a
counselor for
proper
intervention.

Cooperate with
the MSWDO
during the
conduct of
Home Visit.

3.1

3.2

3.3

3.4

3.9

MSWDO conduct
Home Visit.

Conduct safety
and risk
assessment of the
child.

Conduct collateral
Interviews and
gather other
evidences that will
either corroborate
or negate the
allegation of
abuse.

Plan the
comprehensive
healing and
reintegration
program.

Regularly monitor
the safety and
condition of the
child victim.

None

2 hours per visit

L 5
$ L5
¢\ &

VICKY E. CAJES
MSWD Officer
Office of the
Municipal Social
Welfare and
Development
Officer
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3.6 If the child's safety
IS compromised
MSWDO shall
adopt involuntary
protective custody
for certain period.

3.7 Check and review |None 1 hour
the sworn
statement for
finalization.

:
GNR

VICKY E. CAJES
MSWD Officer
Office of the
MSWD Officer

Women and Child
Protection Desk
Officer
Philippine National
Police (PNP)
Trinidad Station

b ' ‘ot I"J !
oo 8 >
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Participate on |4.1 While the judiciary | None 1 hour per
the formulation procedure is in session
of intervention motion the
plan for the MSWDO shall
child victim. integrate
psychosocial and
other support. K\ i
R
4.2 Healing, recovery VICKY E. CAJES
and reintegration MSWD Officer
or independent Office of the
living or look for a Municipal Social
new community Welfare and
for reintegration. Development
Officer
Engage with  [5.1 Convene acase |None 2 hours
the team conference with
during the the other
intervention disciplines and
process. agencies directly
involved with the
case.
RN
5.2 Document result VICKY E. CAJES
of the assessment MSWD Officer
plan and the Office of the
intervention Municipal Social
process. Welfare and
Development

Officer
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Women and Child
Protection Desk
Officer
Philippine National
Police (PNP)
Trinidad Station
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MANAGEMENT OF CASES ON VIOLENCE AGAINST WOMEN

AND CHILDREN

The Office of the Municipal Social Welfare and Development Officer (MSWDO) assists in
the management and processing of cases involving Violence Against Women and Children
(VAWC) within the Municipality of Trinidad.

Through this service, the MSWDO provides assessment, documentation, counseling, and
appropriate intervention to women and children who are victims of violence. The office
also facilitates referrals and coordination with concerned agencies, such as law
enforcement authorities, health institutions, legal service providers, and other support
organizations, to ensure that victims receive the necessary protection, medical care,
psychosocial support, and legal assistance.

The management of VAWC cases aims to protect the rights, safety, and welfare of women
and children, ensure that their concerns are properly addressed, and assist them in
accessing available services and remedies in accordance with existing laws, policies, and
government programs on the protection of women and children.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL VAWC Cases where incident happen within the

Municipality of Trinidad

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1loriginal copy of the Referral from | Barangay Hall
Barangay Captain
2. 1loriginal copy of the Application |Barangay Hall
for Barangay Protection Order

i thihe

L ¥ 4 |

2026 Citizen’s Charter, 1st Edition
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Go to MSWD

1.

Conduct initial

Office to interview.
report the
incident and
seek for
assistance.
VICKY E. CAJES
MSWD Officer
Office of the
Municipal Social
Welfare and
Development
Officer
Coordinate 2.1 Joint Interview by |None 1 hour
with Barangay MSWDO and
Captain, Barangay
MSWDO & Captain.
PNP for the
interview. 2.2 Interview when

statement. MSWD Officer
Office of the

2.3 Provides Municipal Social

counselling to Welfare and

victim and Development

perpetrator ex Officer

parte hearing on

Barangay

the victim has
rested and is
prepared to give

Protection Order.

s
<
SiNa

VICKY E. CAJES
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Women and Child
Protection Desk

Officer
Philippine National
Police (PNP)
Trinidad Station
3. Cooperate with | 3.1 Safety and risk None 2 hours per visit
the MSWDO assessment of the
during the child.
conduct of
Home Visit. 3.2 Collateral
Interviews and
gather other 08\ ]
evidences that will i\
either corroborate VICKY E. CAJES
or negate the MSWD Officer
allegation of Office of the
abuse. Municipal Social
Welfare and
3.3 Regularly monitor Development
the safety and Officer
condition of the
victim.
oLl R XX 2 e
M AT, ! i
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4. Engagewith |4.1 Documentresult |None 2 hours
the team of the assessment
during the plan and the
intervention intervention
process. process.

4.2 Monitor and
evaluate the case.

%
[y
SiNa

VICKY E. CAJES
MSWD Officer
Office of the
Municipal Social
Welfare and

Development
Officer

Women and Child
Protection Desk
Officer
Philippine National
Police (PNP)
Trinidad Station
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5. Participate on |5.1 While the judiciary |None 1 hour per

the formulation procedure is in session

of intervention motion the

plan for the MSWDO shall

child victim. integrate
psychosocial and )
other support. ‘A 2

5.2 Healing, recovery VICKY E. CAJES
and reintegration MSWD Officer
or independent Office of the
living or ook for a Municipal Social
new community Welfare and
for reintegration. Development
Officer
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MANAGEMENT OF CASES ON CHILDREN IN CONFLICT WITH

THE LAW (CICL)

The Office of the Municipal Social Welfare and Development Officer (MSWDO) provides
assistance in the management of cases involving Children in Conflict with the Law (CICL).
This service is extended to children below eighteen (18) years of age who come into
contact with the justice system as a result of being suspected, accused, or found to have
committed an offense.

Through this service, the MSWDO conducts initial assessment, case documentation,
counseling, and appropriate intervention to ensure that the rights and welfare of the child
are protected. The office also coordinates with law enforcement agencies, the Local
Council for the Protection of Children (LCPC), the Department of Social Welfare and
Development (DSWD), the courts, and other concerned institutions in handling the case
in accordance with existing laws and procedures.

The management of CICL cases aims to promote the rehabilitation, reintegration, and
development of the child, while ensuring that appropriate interventions, diversion
programs, and support services are provided in accordance with Republic Act No. 9344,
otherwise known as the Juvenile Justice and Welfare Act, and other applicable child
protection policies.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL Anyone under 18 years of age who were suspected

or accused of committing an offence within the
Municipality of Trinidad
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Referral from Barangay Captain, 1
original copy

Barangay Hall

2. Referral from PNP, 1 original copy

Philippine National Police, Trinidad Station

The CICL
together with
the
PNP/Baranga
y Captain will
report to
MSWD Office
on the
incident.

1.2

Acceptance and
Recording of
Reports.

Conduct initial
interview.

L '}
CaT AL
G\ R

VICKY E. CAJES
MSWD Officer
Office of the
MSWD Officer

2. The parent/
relative of the

2.1

Determine the age
of children in

None

1 hour

CICL will conflict with the
present the law.
Birth
Certificate of 2.2 CICL 15 years old
the child. and below.
, , Women and Child
2.3 If serious crime Protection Desk
the child will be Officer
refgrreq tola (_:hlld- Philippine National
caring institution Police (PNP)
Bahay Pag-asa’. Trinidad Station
HOOO™ O ® o ®
ALY j
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2.4 If repeat offender
the child will
undergo intensive
intervention of
refer to a child-
caring institution.

2.5 |fDANA
(Dependent,
Abandoned,
Neglected,
Abused) for the
best interest of the
child she will be
referred Bahay
Pag-asa.

2.6 For the first time
offender
committed non-
serious crime and
if serious the child
is below 12 years
old. The child will
go through
Community-based
Intervention
Programs.




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

The parent/ 3.1 CICL Above 15  |None 1 hour
relative of the Years but Below
CICL will 18 years Old.
present the
Birth 3.2 MSWDO will
Certificate of determine the
the child. discernment of
CICL by using the Women and Child
Level of Moral Protection Desk
Development Tool Officer
and Index of Philippine National
Value Judgement. Police (PNP)
Trinidad Station
The CICL will |4.1 Ifthe CICL acted |None 5 days
participate without
and cooperate Discernment.
on the
Administration | 4.2 The child will be
of Moral referred for
Development Community-Based K\
Tool and Intervention TR
Index of Value Program. VICKY E. CAJES
Judgement. MSWD Officer
Office of the
Municipal Social
Welfare and
Development

Officer
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The CICL will
participate
and cooperate
on the
Administration
of Moral
Development
Tool and
Index of Value
Judgement.

Coordinate
with MSWDO
on the
Diversion
Program.

The CICL will
walit for
judgement
from the court.

5.3

54

5.5

5.6

If the CICL acted
with Discernment.

PNP/ Prosecutor
determines
Penalty of the
crimes committed.

If the penalty of
crime is not more
than 6 years of
Imprisonment

Diversion by
MSWDO for
victimless crimes

Penalties of crime
committed is more
than 6 years but
not more than 12
years of
Imprisonment.

Court shall
determine
whether Diversion
is appropriate or
not

None

5 days

K 5
VICKY E. CAJES
MSWD Officer
Office of the
Municipal Social
Welfare and

Development
Officer
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6. Engage with |6.1
the team
during the
intervention
process.

6.2

6.3

Convene a case
conference with
the other
disciplines and
agencies directly
involved with the
case.

Document result
of the diversion
program and the
intervention
process

Monitor and
evaluate the case

None

2 hours

MSWD Officer
Office of the
Municipal Social
Welfare and

Development
Officer

Women and Child
Protection Desk
Officer
Philippine National
Police (PNP)
Trinidad Station
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REFERRAL FOR A REQUEST OF ASSISTIVE DEVICE

The Office of the Municipal Social Welfare and Development Officer (MSWDO) facilitates
the referral of requests for assistive devices such as wheelchairs, walkers, crutches, and
canes for individuals who require mobility support due to disability, illness, injury, or other
health-related conditions.

Through this service, the MSWDO assists qualified applicants in the assessment,
documentation, and preparation of referral letters or endorsement to appropriate
government agencies, non-government organizations, or partner institutions that provide
assistive devices. The office also helps ensure that the necessary supporting documents
and requirements are properly completed to enable the applicant to access the requested
assistance.

This service aims to help improve the mobility, independence, and quality of life of
persons with disabilities, senior citizens, and other individuals who require assistive devices
to perform their daily activities.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL SOCIAL WELFARE
AND DEVELOPMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All LGU-Trinidad residents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Barangay Certificate of Indigency |Barangay Hall
(1 original)
2. Whole Body Picture of the To be secured by the Client.
Patient/PWD (1 copy)
3. Letter Request from the family To be prepared by the Client
Address to the Governor
4. Social Case Summary Report MSWDO
HnOOOA® = L) -
MM LN t

2026 Citizen’s Charter, 1st Edition
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Submit the Check the 10 minutes

requirements requirements
to the completeness and
Disability correctness
Affairs Officer
.
CIRYL S.
LAROGA
Disability Affairs
Officer |
Office of the
Municipal Social
Welfare and
Development
Officer
2. Client now 2.1 Preparation of None 20 minutes
proceeds to Social Case
interview and Summary Report.
assessment.
2.2 Record the client’s
identifying
information and O\
family i\
composition. VICKY E. CAJES
MSWD Officer
2.3 Assess the client Office of the
through the Municipal Social
problem Welfare and
presented and Development
background Officer
information.
) S el 9, @
a"?gﬁl R 4D
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2.4 Finalize the
assessment and
recommendation
3. The client 3. Releasing of None 10 minutes

claims the Social Case
social case Summary Report
summary with for referral
the together with other
requirements requirements.
and personally
bring and L
submit the CIRYL S.
referral with LAROGA
requirements Disability Affairs
to the Office of Officer |
the Provincial Office of the
Social Welfare Municipal Social
and Welfare and
Development Development
(OPSWD). Officer




	EXTERNAL - OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICER-2
	EXTERNAL - OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICER

