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I. Mandate:

The Department of Health (DOH) is mandated to be the over-all technical authority on
health. The major mandate of DOH is to provide national policy direction and develop
national plans, technical standards and guidelines on health. It is also a regulator of all
health services and products; and provider of special or tertiary health care services and
of technical assistance to other health providers especially to Local Government Units
(LGU). With other health providers and stakeholders, the DOH shall pursue and assure
the following:

0 Promotion of the health and well-being for every Filipino;

O«

Prevention and control of diseases among population at risk;

O«

Protection of individuals, families and communities exposed to health hazards
&amp; risks; and

0 Treatment, management and rehabilitation of individuals affected by diseases and
disability.
The 1987 Constitution, Article 11, Section

promote the right to health of the people and instill health consciousness among them.
Also, Articles XIII, on Social Justice and Human Rights on Health, declares that it is the
responsibility of the State to Aadopt an ir
development which shall endeavor to make essential goods, health and other social
services available to all the people at affordable cost. There shall be priority for the
needs of the under-privileged, sick, elderly, disabled, women, and children. The State

shall endeavor to provide f r ee medi c al care to pauper so
maintain an effective food and drug regulatory system and undertake appropriate health,
manpower devel opment, and research, respon

probl emso ( Se es$tablsma speRigl agenaynfat digabled person for their
rehabilitation, self-development, and self-reliance, and their integration into the

mai nstream of societyo (Section 13). Ot her
Department of Health are: Execut i ve Or der 102, ARedirec
Operations of the Department of Health, o i
24, 1999; Republic Act 7160, or the Local Government Code; and Executive Order 272,
Executive Order 292, Administrative Code of 1087, Section 2, Chapter 1, Title 1X). 2

Based on Executive Order 102, issued by the Office of the President in May 24,1999,

the DOH is responsible for and serve as the:

o] Lead agency in articulating national objectives for health, to guide the development of
local health systems, programs and services;

0 Direct service provider for specific programs that affect large segments of the
population, tuberculosis, malaria, schistosomiasis, HIV-AIDS and other emerging
infections and micronutrient deficiencies;

0 Lead agency in health emergency response services, including referral and
networking systems for trauma, injuries and catastrophic events;

(@4

Technical authority in disease control and prevention;



O«

O«

O« O«

O«

O«

O«

O«

O«

O«

Lead agency in ensuring equity, access and quality of health care services through
policy formulation, standards development and regulations;

Technical oversight agency in charge of monitoring and evaluating the
implementation of health programs, projects research, training and services;

Administrator of selected health facilities at sub-national levels that act as referral
centers for local health systems i.e., tertiary and special hospitals, reference
laboratories, training centers, centers for health promotion, center for disease
control, and prevention, regulatory offices among others;

Innovator of new strategies for responding to emerging needs;
Advocate for health promotion and healthy life styles for the general population;

Capacity-builder of LGUs, the private sector, non-governmental organizations,
p e o p lomanig@ations, national government agencies in implementing health
programs, services, through technical collaborations, logistical support, provision
of grants and allocation and other partnership mechanism;

Lead agency health and medical research;

Facilitator of the development of health industrial complex in partnership with the
private sector to ensure self-sufficiency in the production of biologicals, vaccines
and drugs and medicines;

Lead agency in health emergency preparedness and response;

Protector of standards of excellence in the training and education of health care
providers at all levels of the health care system;

Implementer of the National Health Insurance Law; providing administrative and
technical leadership in health care financing; and

Expressing national objectives for health to lead the progress of local health
systems, programs and services.

Essentially, the DOH has three specific roles in the health sector: leadership in health,
enabler and capacity builder and administrator of specific services namely, national and
sub-national health facilities and hospitals serving as referral centers, direct services for
emergent health concerns requiring complicated technologies and assessed as critical
for public welfare and health emergency response services, referral and networking
systems for trauma, injuries, catastrophic events, epidemics and other widespread
public danger. To accomplish its mandate and roles the Department has the following
power and functions based on Executive Order 102:

O« O« O«

O«

Formulate national policies and standards for health;
Prevent and control leading causes of death and disability;
Develop disease surveillance and health information systems;

Maintain national health facilities and hospitals with modern and advanced
capabilities to support local services;



O«

Promote health and well-being through public information and to provide the public
with timely and relevant on health risks and hazards;

0 Develop and implement strategies to achieve appropriate expenditure patterns in
health as recommended by international agencies;

O«

Develop sub-national centers and facilities for health promotion, disease control
and prevention, standards, regulations and technical assistance;

O«

Promote and maintain international linkages for technical collaboration;

O«

Create the environment for the development of a health industrial complex;

O«

Assume leadership in health in times of emergencies, calamities, and disasters
and system failures;

0 Ensure quality of training and health human resource development at all levels of
the health care system;

O«

Oversee financing of the health sector and ensure equity and accessibility to health
services; and

0 Articulate the national health research agenda and ensure the provision of
sufficient resources and logistics to attain excellence in evidenced-based
intervention for health.

To perform these functions are the various central bureaus and services and sixteen
(16) field offices called Centers for Health Development in every region including
specialty hospitals and regional hospitals and medical centers. It also has provincial
health teams made up of DOH representatives to local health boards and technical
personnel for communicable disease contr

[l. Vision:
Filipinos are among the healthiest people in Southeast Asia by 2022, and Asia by 2040

[ll. Mission:
To lead the country in the development of a productive, resilient, equitable and people-
centered health system

IV. Service Pledge:

We, the officials and employees of the Department of Health pledge and commit to
deliver quality public services as promised in this charter. Specifically, we will: Serve
with integrity. Be prompt and timely. Display procedures, fees and charges. Provide
adequate and accurate information. Be consistent in applying rules. Provide feedback
mechanism. Be polite and courteous. Demonstrate sensitivity and appropriate behavior
and professionalism. Wear proper uniform and identification. Be available during office
hours. Respond to complaints. Provide a comfortable waiting area. Treat everyone
equally.



EXTERNAL SERVICES



OFFICE OF THE SECRETARY

EXTERNAL SERVICES



1. Receiving Documents (Walk-in)

Given its location in Building 1, nearest the DOH Main Gate, the Office of the Secretary (OSEC)
serves as a general receiving office for letters and other documents on various concerns regarding
the Department. Completeness of documents for specific transactions with DOH units, but otherwise
coursed through the OSEC, will be evaluated upon transmittal to the concerned DOH unit.

Office of the Secretary 1 Receiving Section

Simple

G2G i Government to Government
G2C i Government to Citizen

G2B i Government to Business

All

Main Document for transmittal to DOH Client
Receiving Copy (Photocopy of main OSEC staff acknowledgment receipt
document)
Contact details (for purposes of Client
feedback/response)
FEES
AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS TOBE TIME RESPONSIBLE
PAID
1. Sign-in the Client Log | 1.1. Assist/direct | None 15 mins Guard Assigned at the
Book at the OSEC client to the log Lobby
Lobby. Accomplish book. Provide

Health Declaration Form | pen.
and Customer
Satisfaction Survey
Form.

Provide form.

Temperature check and
hand sanitation (alcohol)

2. Submit Main 2.1. Receive and | None 15 mins Administrative Staff
Document and Receiving | stamp main ,
Copy to the Receiving document. Office of the Secretary
Staff and provide contact | Indicate date and
details. time of receipt

and name of

receiving officer.

2.2. Record




clientods
details.

3. Sign-out in the Client | Assist/direct client | None 5 mins Guard Assigned at the
Log Book at the OSEC to the log book. Lobby

Lobby Provide pen.

4. Receive Encode None 15 mins Administrative Staff

acknowledgement and
the Document Tracking
Information System
(DTRAK) or reference
number.

document details
into the DTRAK
system, and issue
acknowledgemen
t receipt with
DTRAK or
reference number
to client.

Office of the Secretary




2. Receiving Documents (E-mail)

The Secr et ar ymabdddreds(fedlgtiel®dash.goe.ph) is one of the main channels by
which letters and other documents are received by the Department. Completeness of documents for
specific transactions with DOH units, but otherwise coursed through the OSEC, will be evaluated
upon transmittal to the concerned DOH unit.

Office of the Secretary i Technical Team, Receiving Section

Simple

G2G i Government to Government
G2C i Government to Citizen

G2B i Government to Business

All

Main Document for transmittal to DOH

Contact details (for purposes of

feedback/response)

FEES

AGENCY PROCESSING PERSON

CLIENT STEPS ACTIONS TOBE TIME RESPONSIBLE

PAID
1. Send e-mail with the | 1.1.. Send clientan | None 15 mins Administrative
letter/document acknowledgement Assistant
attached to receipt (based on

ftdugue@doh.gov.ph OSEC template Office of the Secretary

email responses).

1.2. Route via email
to concerned DOH

unit
2. Re-send email with 2.1. If email refers None 15 mins Administrative
attachment or pertinent | to an unattached Assistant
document (case-to- document, client will :
case) be asked to re-send Office of the Secretary
email with the
necessary
document

attachments.



mailto:ftduque@doh.gov.ph
mailto:ftduque@doh.gov.ph

2.2. Route via email
to concerned DOH
unit

3. Receive
acknowledgement and
the Document Tracking
Information System
(DTRAK) or reference
number.

3.1. Print email and
attachments.

3.2. Encode
document details
into the DTRAK
system.

None

1 day

Administrative Staff

Office of the Secretary




3. External Invitation (Walk-In)

The Secretary of Health receives various invitations for meetings and other health-related events
from other government agencies, CSOs, international partners, health-related organizations, and

other stakeholders.

Office of the Secretary T Appointments, Technical Team

Complex

G2G i Government to Government
G2C i Government to Citizen

G2B i Government to Business

All

Letter of Invitation Client
Program Client
Role of SOH in the event Client
List of other attendees/VIPs Client
Contact Person (for purposes of Client
coordination)
1. Sign-in the Client Log Assist/direct None 15 mins Guard Assigned at the
Book at the OSEC Lobby. | client to the log Lobby
Accomplish Health book. Provide
Declaration Form and pen.
Customer Satisfaction
Survey Form.
Temperature check and
hand sanitation (alcohol)
2. Submit Invitation and Check if all None 15 mins Administrative Staff
Receiving Copy to the required .
Receiving Staff and information is Office of the Secretary
provide contact details. in the
documents
submitted.
Also check if
event is at
least 2 weeks




after invitation
is received.

If less than 2
weeks before
the event,
inform client
that the
likelihood of
approval of the
request is low
given the time
constraint.

3. Get acknowledgement
receipt and the Document
Tracking Information
System (DTRAK) number.

Encode
document
details into the
DTRAK
system, and
issue
acknowledgem
ent receipt with
DTRAK
number to
client.

Document will
be routed to
the
Appointments
Officer (AO).

None

15 minutes

Administrative Staff

Office of the Secretary

4. Coordinate with
Appointments Officer
regarding the request.

AO to prepare
event briefer,
and coordinate
with client for
any additional
information.

AO to submit
invitation for
review/
recommendati
on of the Head
Executive
Assistant
(HEA).

None

4 days

Appointments Officer

Office of the Secretary

Head Executive
Assistant

Office of the Secretary

Executive Assistant

Office of the Secretary




HEA to
recommend
the following
actions:

1. SOH
attendance

2. Regrets

3. Delegate
to other
DOH
senior
officials

4. Request
for
recommen
dation of
DOH
senior
officials for
controversi
al/ highly
sensitive
matters

Recommendati
on of the HEA
will be
discussed by
the AO/EA
with the SOH
for final action.

5. Receive notice of final
action on invitation.

Client will be
informed of
final action on
invitation by
the AO.

Final actions
will be as
follows:

1. SOH
attendanc
e*

None

1 day

Appointments Officer

Office of the Secretary




2. Delegation
to other
officials**

3. Regrets***

*AO to provide
introduction to
SOH, if
requested by
client. Note
that all
approval are
conditional, as
more
urgent/pressin
g matters may
require SOH
attendance.

*AO will
provide details
of concerned
DOH of fi
staff for
coordination.

*** Formal
letter (regrets)
will be sent to
client.




4. External Invitation (E-mail)

The Secretary of Health receives various invitations for meetings and other health-related events
from other government agencies, CSOs, international partners, health-related organizations, and
other stakeholders.

Office of the Secretary T Appointments, Technical Team

Complex

G2G i Government to Government
G2C i Government to Citizen

G2B i Government to Business

All

Letter of Invitation Client
Program Client
Role of SOH in the event Client
List of other attendees/VIPs Client
Contact Person (for purposes of Client

coordination)

FEES
AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS TPOAIIBDE TIME RESPONSIBLE

1. E-mail invitation to Check if event | None 15 mins Administrative Assistant
ftdugue@doh.gov.ph. is at least 2
weeks after
invitation is
received.

Office of the Secretary

If less than 2
weeks before
the event,
inform client
that the
likelihood of
approval of the
request is low
given the time
constraint.

Send client an
acknowledgem



mailto:ftduque@doh.gov.ph

ent receipt with
contact details
of the
Appointment
Officer (AO) for
purposes of
coordination.

2. Re-send email with
attachment or pertinent
document (case-to-case)

If email refers
to an
unattached
document,
client will be
asked to re-
send email with
the necessary
document
attachments.

None

15 mins

Administrative Assistant

Office of the Secretary

3. Get acknowledgement
receipt and the Document
Tracking Information
System (DTRAK) number.

Encode
document
details into the
DTRAK system
and send
DTRAK
number to
client thru a
separate email.

Document will
be routed to the
AO.

None

1 day

Administrative Staff

Office of the Secretary

4. Coordinate with
Appointment Secretary
regarding the request.

AO to prepare
event briefer,
and coordinate
with client for
any other
pertinent
information.

AO to submit
invitation for
review/recomm
endation of the
Head Executive
Assistant
(HEA).

None

4 days

Appointments Officer

Office of the Secretary

Head Executive
Assistant

Office of the Secretary

Executive Assistant

Office of the Secretary




HEA to
recommend the
following
actions:

1. SOH
attendance

2. Regrets

3. Delegate
to other
DOH
senior
officials

4. Request
for
recommen
dation of
DOH
senior
officials for
technical,
controversi
al, highly
sensitive
matters

Recommendati
on of the HEA
will be
discussed by

the AO/EA with

the SOH for

final action.
5. Receive notice of final | Client will be 1 day Appointments Officer
action on invitation. informed of

final action on
invitation by the
AO.

Final actions
will be as
follows:

1. SOH
attendance

*

Office of the Secretary




2. Delegation
to other
officials**

3. Regrets***

*AO to provide
introduction to
SOH, if
requested by
client. Note that
all approval are
conditional, as
more
urgent/pressing
matters may
require SOH
attendance.

*AO will
provide details
of concerned
DOH of fi
staff for
coordination.

*** Formal
letter (regrets)
will be sent to
client.




5. Goodwill Message Request

Goodwill Messages are messages requested from the Secretary for souvenir programs of health
events or for publication of health materials.

Office of the Secretary T Communications Management Unit

Complex

G2G i Government to Government
G2C i Government to Citizen

G2B i Government to Business

All

Request for Goodwill Message Client
Event Details (date, time, theme, Client
purpose of the event)
Contact Person (for purposes of Client
coordination)
FEES
AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS TOBE TIME RESPONSIBLE
PAID
1. Sign-in the Client Log | Assist/direct | None 5 mins Guard Assigned at the
Book at the OSEC client to the Lobby
Lobby. Accomplish logbook.

Health Declaration Form | Provide pen.
and Customer
Satisfaction Survey

Form.
2. Submit Invitation and Check if all None 15 mins Administrative Staff
Receiving Copy to the required .
Receiving Staff and information Office of the Secretary
provide contact details. is in the

documents

submitted.

*If without Receiving
Copy, request staff to
photocopy invitation.




3. Get receiving copy and
the Document Tracking
Information System
(DTRAK) number.

Encode
document
details into
the DTRAK
system, and
issue
acknowledge
ment receipt
with DTRAK
number to
client.

None

15 mins

Administrative Staff

Office of the Secretary

Document
will be routed
to the
Communicati
ons
Management
Unit (CMU).

4 hours

Executive Assistant of
the Office of the
Secretary

4. Follow-up request with
CMU.

CMU to
assess if
goodwill
message
request may
be granted
(no conflicts
of interest,
and other
concerns).

If in the
affirmative,
CMU to draft
goodwill
message,
and
coordinate
with client for
any other
pertinent
information.

In the
negative,
CMU to draft
letter to

None

Assessment of

request: within the

day (6-7 office
hours)

1 day

CMU Staff




client
informing
them that the
request for
goodwill
message
was
declined,
and the
reason
therefor.

5. Receive notice of final
action on request.

HEA or duly
authorized
representativ
e to approve
the goodwill
messa

ge/sign the
letter of
denying
request.

CMU to
transmit
approved
message or
letter
denying
request.

None

1 day

15 min upon
receipt

CMU Staff

Head Executive
Assistant

Office of the Secretary
(or duly authorized staff)




6. Entry Exemption for Medical Reasons (E-mail)

Through Resolutions No. 60, 92 and 94, the Inter-Agency Task Force for the Management of
Emerging Infectious Diseases (IATF-EID) has delegated the authority to act on requests for entry
exemption of foreign nationals for medical and humanitarian reasons to the Department of Health.

Letter request

Office of the Secretary

Simple

G2C i Government to Citizen

All

Client

performed

Medical Certificate, including medical
records, treatment plan for procedure or
treatment, and where the same shall be

Client (from physician from country of origin)

Hospital/medical records of patient

Client (from hospital/facility from country of origin)

Facility

Certificate of Acceptance of Receiving

Client (from receiving facility in the Philippines)

Documents establishing identification

Client and/or Escort (if any)

necessary

FEES
CLIENT STEPS AGENCY TO BE PROCESSING PERSON RESPONSIBLE
ACTIONS TIME
PAID

1. Send email with the Send the None 5 mins Administrative Staff
letter/document client an .
attached to acknowledge Office of the Secretary
ftduque@doh.gov.ph ment receipt

(based on

OSEC

template

email

responses).
2. Re-send email with If email None 15 mins Administrative Staff
attachment or pertinent | refers to an ,
document (case-to- unattached Office of the Secretary
case) document,

the client will

be asked to

re-send

email with

the




































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































