


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. HEALTH SERVICES - EMERGENCY 

SITUATIONS 
None 15 minutes 

2. HEALTH SERVICES – REFERRALS None 14 minutes 
3. HEALTH SERVICES - DISPENSING 

OF INITIAL DOSE OF MEDICATIONS 
None 12 minutes 

4. HEALTH SERVICES - PHYSICAL 
EXAMINATION/ VITAL SIGNS 
TAKING 

None 14 minutes 



 

 

 



 

 

HEALTH SERVICES - EMERGENCY SITUATIONS 
This service provides immediate medical assistance to students, personnel, and other 
members of Trinidad Municipal College during emergency situations. It includes the 
provision of first aid, initial assessment, and stabilization of patients to prevent further injury 
or illness. 
 
The service aims to minimize the immediate and long-term impact of medical emergencies 
by ensuring prompt response and appropriate intervention prior to referral to higher 
medical facilities when necessary. Through this service, the institution promotes the health, 
safety, and well-being of its community by providing timely and essential emergency care. 

 

OFFICE/DIVISION SCHOOL CLINIC, TRINIDAD MUNICIPAL COLLEGE 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  TMC Students, Faculty and staff 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Medical Records, School ID School Clinic 
 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the school 
clinic. 

1.1 Obtain the 
Individual Clinic 
Record. 

None   2 minutes 

 
JOENELYN J. 
DOCUMENTO 
School Nurse 
School Clinic, 

Trinidad Municipal 
College 

 1.2 Brief history of 
students/ 
personnel 
presenting health 
problem. 

None   3 minutes 

 1.3 Nursing 
Assessment. 

None   3 minutes 

 1.4 Nursing 
Interventions. 

None   5 minutes 

 1.5 Health Teaching. None   2 minutes 

TOTAL None 15 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

HEALTH SERVICES – REFERRALS 
This service ensures that patients within Trinidad Municipal College are directed to the 
appropriate level of care, at the right facility, and at the right time. It involves the proper 
assessment of patient conditions and the facilitation of referrals to specialized medical 
services or healthcare professionals when further evaluation or treatment is required. 
 
The referral process aims to connect patients with the necessary medical expertise and 
resources to address their health needs effectively. By ensuring timely and appropriate 
access to specialized care, this service contributes to improved health outcomes, enhanced 
continuity of care, and the overall well-being and quality of life of patients. 

 

OFFICE/DIVISION SCHOOL CLINIC, TRINIDAD MUNICIPAL COLLEGE 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  TMC Students, Faculty and staff 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Medical Records, School ID School Clinic 
 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the school 
clinic. 

1.1 Obtain the 
Individual Clinic 
Record. 

None   2 minutes 

 
JOENELYN J. 
DOCUMENTO 
School Nurse 
School Clinic, 

Trinidad Municipal 
College 

 1.2 Nursing 
assessment. 

None   3 minutes 

 1.3 Verbal consent of 
referral from 
student/ 
personnel. 

None   2 minutes 

 1.4 Referral form to 
be filled up by the 
school nurse and 
submitted to the 
concerned facility. 

None   3 minutes 

 1.5 Verbal referral of 
the school clinic to 
concerned facility. 

None   2 minutes 

 1.6 Call for a transport 
vehicle (if non-
ambulatory). 

None   2 minutes 

TOTAL None 14 minutes  
 

 

 

 

 

 

 

 

 

 



 

 

HEALTH SERVICES - DISPENSING OF INITIAL DOSE OF 
MEDICATIONS 

This service involves the dispensing of the initial dose of prescribed medications to patients 
within Trinidad Municipal College, in accordance with standard health protocols and 
professional guidance. It ensures the timely administration of medication to achieve the 
required therapeutic levels in the body and to provide prompt relief from symptoms or 
medical conditions. 
 
The service supports immediate patient care by ensuring that appropriate medications are 
safely and accurately provided at the onset of treatment. Through proper monitoring and 
adherence to health standards, this service contributes to effective symptom management, 
improved patient outcomes, and the overall promotion of health and well-being within the 
institution. 

 

OFFICE/DIVISION SCHOOL CLINIC, TRINIDAD MUNICIPAL COLLEGE 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  TMC Students, Faculty and staff 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Medical Records, School ID School Clinic 
 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the school 
clinic. 

1.1 Obtain the 
Individual Clinic 
Record. 

None   2 minutes 

 
JOENELYN J. 
DOCUMENTO 
School Nurse 
School Clinic, 

Trinidad Municipal 
College 

 1.2 Brief history of 
students/ 
personnel 
presenting health 
problem. 

None   3 minutes 

 1.3 Nursing 
Assessment. 

None   3 minutes 

 1.4 Dispense of initial 
dose of 
medications. 

None   2 minutes 

 1.5 Health Teaching 
done. 

None   2 minutes 

TOTAL None 12 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

HEALTH SERVICES - PHYSICAL EXAMINATION/ VITAL SIGNS 
TAKING 

This service involves the assessment of an individual’s basic health status through physical 
examination and the taking of vital signs, including temperature, pulse rate, respiratory rate, 
and blood pressure. It is conducted to determine the patient’s current physical condition 
and identify any immediate health concerns. 
 
The service also establishes a baseline health profile that can be used for future comparisons 
and monitoring. Through accurate and timely assessment, Trinidad Municipal College 
supports early detection of health issues, promotes preventive care, and ensures 
appropriate medical intervention when necessary, thereby contributing to the overall health 
and well-being of the college community. 

 

OFFICE/DIVISION SCHOOL CLINIC, TRINIDAD MUNICIPAL COLLEGE 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL  TMC Students, Faculty and staff 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Medical Records, School ID School Clinic 
 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the school 
clinic. 

1.1 Obtain the 
Individual Clinic 
Record. 

None   2 minutes 

 
JOENELYN J. 
DOCUMENTO 
School Nurse 
School Clinic, 

Trinidad Municipal 
College 

 1.2 Nursing 
Assessment. 

None   3 minutes 

 1.3 Vital Signs 
Taking. 

None   5 minutes 

 1.4 Data recording. None   2 minutes 
 1.5 Health Teaching 

done. 
None   2 minutes 

TOTAL None 14 minutes  
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