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The Department of Labor and Employment (DOLE) was established as a small
bureau in 1908 under the Department of Commerce and Police. It had, for its principal
functions, the registration of laborers, the compilation and analysis of statistics pertaining to
labor market situation, the organization of employment agencies, and the settlement of
disputes.

On December 8, 1933, the Bureau of Labor was constituted as a Department by
virtue of Republic Act 4121. Since then, it has continuously evolved its thrusts and strategies
to respond to emerging socio-political and economic challenges while keeping as primary
concern the protection and promotion of the welfare of local and overseas Filipino workers
(OFWs).

Today, the DOLE is the national government agency mandated to formulate policies,
implement programs and serve as the policy-coordinating arm of the Executive Branch in the
field of labor and employment.

I't serves more than 36 million workers ¢
those in the formal and informal economies, private and public. On top of this, the DOLE
clients al so include wor ker56r oemphoyat -0n

government organizations (NGOs), and other government agencies, the academe, other
stakeholders, international organizations (e.g., ILO, IOM, UNDP, UNICEF), and the
international community including the host countries of our OFWs.

To carry out its mandate, the DOLE has 16 regional offices, 83 Field Offices with four

(4) Satellite Offices, 38 overseas posts, 7 bureaus, 7 staff services and 12 agencies attached

to it for policy and program supervision and/or coordination. It has a total manpower
complement of 8,518.

C
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Every Filipino worker attains full, decent and productive employment.

Our Misson

To promote gainful employment opportunities,
develop human resources,
protect workers and promote their welfare,

and maintain industrial peace.
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II. Our Goalsand Srategies

- Our Goals ’

\4

To realize its vision of full, decent and productive employment for every Filipino
worker, the Department pursues four strategic goals, as follows: (1) a gainfully employed
workforce, (2) a globally competitive workforce, (3) a secure workforce, and (4) a safe
and healthy workforce. At t ai nment of these strategic
contribution to the national goal of reducing poverty.

Strategic Goal 1: a gainfully employed workforce means that workers enjoy gainful
employment either as wage worker (locally or overseas), self-employed or entrepreneur.

Strategic Goal 2: a globally competitive workforce means that workers possess demand-
driven skills, technical education, and productivity improvement technologies.

Strategic Goal 3: a secure workforce means that workers are accorded with fair and
humane terms and conditions of work and social protection.

Strategic Goal 4: a safe and healthy workforce means that workers enjoy a safe and

healthy working environment.

_Our Srategies | |
& >

To achieve these Strategic Goals, the following strategies and services are in place:

A Gainfully Employed Workforce

Strategy 1: Enhancing the access of workers to employment opportunities, both
local and overseas through job search assistance for wage
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employment and capacity building services for livelihood and self-
employment.

Strategy 2: Preventing job losses and preserving employment through social
partnership promotion and delivery of dispute resolution services.

A Globally Competitive Workforce

Strategy 3: Equipping workers with demand-driven skills, technical education and
productivity improvement technology through the delivery of
professional regulation services, technical-vocational education, skills
competency and productivity trainings.

A Secure Workforce

Strategy 4: Ensuring fair and just terms and conditions of employment for both
local and overseas workers.

Strategy 5: Promoting access of workers in specific sectors to health care, social
security and housing as well as on-site and after-care protection for
overseas Filipino workers (OFWSs) through the delivery of social
protection and welfare services.

A Safe and Healthy Workforce

Strategy 6: Promoting safety and health at work through the delivery of work
accident and iliness prevention, work compensation and rehabilitation
services.
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IIl.  Our Programsand Projects

With Filipino workforce at the center of what the DOLE wants to achieve, the
Department prioritizes the implementation of the following programs:

1. Job Search Assistance for Wage Employment to increase the number of job
seekers placed through various employment exchange facilities (i.e., Public
Employment Service Office, Private Recruitment and Placement Agencies,
Contractors and Sub-Contractors, Phil-Jobnet, Employment Kiosks) and career
advocacy.

The Department also facilitates the deployment of overseas Filipino workers (OFWSs)
in partnership with the private sector and other stakeholders, in countries which
guarantee protection through active participation in high-level/technical marketing
missions; intensive market intelligence work in collaboration with Philippine
embassies, foreign embassies and the private sector in locating high value
employment opportunities and at the same time identify new/emerging markets;
active participation in forging bilateral agreements that can offer new and decent jobs
to OFWs; encouraging the visit of foreign
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delegations to the Philippines; and further strengthening of linkages with the
education, training and medical fithess sectors in order to generate the right quality

and quantity of workers needed by the overseas labor markets.

Employment facilitation programs and projects

Program/Project

Implementing

Office

Labor Market Information (LMI)

A Phil-Jobnet and Skills Registry BLE, ROs, FOs

A Global OFW Mapping and Profiling POEA

A Manpower Registry POEA
Capability-Building Program for Employment Service
Providers

A Public Employment Service Office (PESO) i local BLE, ROs, FOs

A Private Recruitment and Placement Agency (PRPA) i | BLE, ROs, FOs

local

A Private Recruitment Agencies i overseas (land based) [[pogEa

A Manning Agencies | overseas (sea based) POEA
Overseas Employment Facilitation Program

A Foreign principals accreditation/registration POEA

A Contracts processing POEA

A Job orders monitoring POEA

A Market development and management POEA
Bridging Employment Assistance Program for Youth

A Special Program for the Employment of Students ROs, FOs

(SPES)
A Kasanayan at Hanapbuhay (KasH) TESDA

Capacity-building Program for Livelihood to assist workers (formal, informal and
overseas sectors) in making their entrepreneurial undertakings grow into viable and
sustainable businesses and provide them and their families with additional income.

Priority clients include are special groups of workers such as differently-abled
persons, Indigenous People (IP), parents of child laborers, disadvantaged women,
youth (15 to 30 years old), urban poor, farmers, fisher folks and displaced workers,

among others.

Program/Project Implementing Office

Unlad Kabuhayan (Livelihood Enhancement) BWSC, ROs, FOs

Kabuhayan Starter Kits (Livelihood Formation)

ROs, FOs

OWWA, NRCO, BWSC,
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Program/Project

Implementing Office

Balik Kabuhayan (Livelihood Restoration)

BWSC, BLR, ROs, FOs

Dagdag Kabuhayan (Income Augmentation)

BLR, ROs, FOs

OFW Groceria

OWWA

Social Partnership Promotion and Dispute Resolution Program to preserve
employment through interventions that promote harmonious and cooperative worker-

employer relations, enhance collective bargaining,

resolutions of labor disputes, labor education, and social dialogues.

and expeditious and fair

Program/Project Implementing
Office
Dispute Prevention and Settlement Program
A Conciliation and Mediation NCMB
A Compulsory Arbitration NLRC
A Mediation and Arbitration i Intra and Inter-union [ BLR, ROs
disputes

A Resolution of Small Money Claims
A Resolution of Labor Standards Cases

BWC, ROs, FOs

BWC, ROs, FOs

A Adjudication and Arbitration of OFW Cases POEA, NLRC
Workers Organization Program

A Registration of union, CBA and workers association BLR, ROs

A Supervision of trade union activities BLR

A Workers Organization and Development Program

(WODP) i Workers Income Augmentation Program
(WIN-AP) BLR, ROs, FOs

Continuing Labor and Employment Education
Program

A Labor Relations, Human Relations and Productivity NWPC, BLR, ROs,

AE:LHF;') ing Labor Education Seminars (CLES) FOs

ontinuing Labor Education Seminars

A Labor Education for Graduating Students (LEGS) gtg 282 Egz
Workplace Cooperation, Partnership and
Tripartism Program

A Labor-Management Council (LMC) NCMB

A Tripartite Industrial Peace Council (TIPC) BLR. ROs. FOs

A Industry Tripartite Council (ITC) BLR: ROs: FOs
Grievance Settlement Machinery and Voluntary
Arbitration

A Grievance Machinery (GM) NCMB

A Voluntary Arbitration (VA) NCMB
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4,

Professional Regulation, Technical-Vocational Education and Training (TVET),
and Productivity Programs to enhance the competencies and employability of
workers through the provision of short-term courses in various trades particularly in
demand-driven and emerging skills in the labor market. Specific to professional
regulation, the Professional Regulation Commission (PRC) regulates and supervises
the practice of the professionals who constitute the highly skilled manpower of the
country. Moreover, PRC delivers programs that promote and sustain a corps of
world-class, technically proficient, and ethically competent Filipino professionals. On
the other hand, the TVET program covers competitiveness assessment of workers
and graduates through skills testing and certification. It also provides basic,
upgrading, refresher and other specialized maritime training courses to merchant
marine officers, ratings, maritime cadets, and maritime faculty/trainers. Meanwhile,
the Productivity Program assists company owners, workers and supervisors, and
small and medium enterprises (SMEs) through the provision of training and
consultancy services on productivity improvement, and the installation of productivity
improvement programs.

: Implementing
Program/Project Office

Technical-Vocational Education and Training (TVET)
Program

A Pangulong Gloria Scholarship (PGS) TESDA

ATVET & Competency Assessment/Certification TESDA
Maritime Training Program

A Maritime Training NMP

A Competency Assessment/Certification MTC, TESDA

A Seafarers Upgrading Program (SUP) OWWA
Educational Scholarship Program for OFWs & their
Dependents

A Tulay Microsoft Program

A Skills-for-Employment Scholarship Program (SESP) OWWA

A Education for Development Scholarship Program OWWA

A Congressional Migrant Workers Scholarship OWWA

OWWA

Productivity Awareness and Improvement Program

A ISTIV-PAP (Productivity Awareness Program) NWPC

A Installation of productivity improvement technology in | NWPC

establishments

Professional Regulation Program

A Licensure Examination PRC

Alnstitutionsé evaluation o PRC

profession)
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Program/Project Implgm(e;r;tmg
Career Guidance and Counseling Program
A Career Advocacy Seminars BLE, ROs, FOs
A Youth Profiling for Starring Careers (YP4SC) TESDA

5. Ensure Fair and Just Terms and Conditions of Employmentt o pr ot ect
rights at the local and overseas front through compliance with general labor

standards.
Programs/Projects Implementing
Office
Labor Standards Enforcement Framework Program
A Self Assessment (SA) BWC, ROs, FOs
A Inspection BWC, ROs, FOs
A Technical Assistance Visit (TAV) BWC, ROs, FOs
Employment Regulation Program
A Private Recruitment and Placement Agency
(PRPA) BLE, ROs
A Job/Service Contractors and Sub Contractors BLE, ROs, FOs
A Alien Employment BLE, ROs
A Working Child BWSC, ROs, FOs
A Private Recruitment Agencies POEA
A Manning Agencies POEA
Wage Determination and Review Program
A Regional Wage Review/deliberation RTWPBs
A Issuance of Wage Orders and IRRs NWPC, RTWPBs
A Operasyon PAWIS NWPC
Overseas Employment Contracts Verification | POEA, POLOs
Program

6. Social Protection and Welfare Program to facilitate workers access and enroliment
to social security (SSS, Philhealth), especially the informal sector workers and OFWs
who are not usually covered by the social protection schemes of the government.

Programs/Projects Implementing
Office
Child Labor Prevention/Elimination Program
A Sagip Batang Mangagawa (SBM) BWSC, ROs, FOs
A Provision of livelihood assistance to parents of | BWSC, ROs, FOs
former child laborers BWSC, ROs, FOs

A Educational assistance to victims child labor
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Programs/Projects Implementing
Office

Family Welfare Program (FWP)
A Facilitation of establishment of Family Welfare
Committee in private companies BWSC, ROs, FOs
A FWP training/orientations for workers BWSC, ROs, FOs
Facilitation of Wo'rkers in the Infprmal Economy BWSC, ROs, FOs
(WIE) enrollment in social security schemes
Anti-lllegal Recruitment (AIR) / Anti-Trafficking in
Persons (TIP) Program

A AIR/TIP Seminars/Orientations POEA
A Pre-Employment Orientation Seminar (PEOS) POEA
A Pre-Departure Orientation Seminar (PDOS) OWWA_' POEA,
Accredited PDOS
providers
Welfare and Protection Programs for OFWs
A Insurance and Healthcare Program for OFWs OWWA
A Repatriation Program OWWA
A Reintegration Program OWWA
DOLE Adjustment Measures Program (AMP) for BLR, BWSC, BLE,
workers affected by economic crisis, and natural POEA, OWWA,
and man-made calamities NRCO, ROs, FOs

7. Occupational Safety and Health Program to increase workers knowledge and skills
on occupational safety and health (OSH) at the workplace through advocacy,
enforcement and capacity-building to reduce the number of workers with work-related
accidents, injuries and illnesses. The program also includes provision of
compensation and rehabilitation services for occupationally-disabled workers.

: Implementing
Programs/Projects Office

Occupational Safety and Health (OSH) Training,

. . ) OSHC
Orientations and Seminars
Zero Accident Program (ZAP) OSHC, BWC, ROs,

A Facility evaluation/testing of safety devices FOs

A Work Environment Measurement (WEM) OSHC

A Occupational Health examination OSHC
Safety Officers Accreditation Program BWC, ROs
Employees Compensation (EC) Program

A Resolution of EC appealed cases ECC

A Rehabilitation assistance to occupationally-

disabled workers
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V. Our Performance Pledge

We, the Officials and Employees of the

Department of Labor and Employment

Pledge to:

eliver services to you in accordance with the procedures and timeframe
provided in our service standards, from Monday to Friday, 8:00 am to 5:00 pm
without lunch break.

wherever you are.

isten to and act on your complaints as well as suggestions regarding our
procedures or personnel within the same day that you have submitted those
through our Help Desks and Public Assistance Units.

nsure that we shall attend promptly to your service needs, without
gualification, and courteously handle each transaction with patience and in
accordance with our Code of Ethics.

O pen our Hotlines, our text service facilities, and website 24 hours a day, 7
days a week, so that you have easy access to information on our services,

DOLE Central Office DOLE Regional Office No. DOLE Field Offices

DOLE Hotline/s (632) 5278000 Call Center

Hotline DOLE 2917
for Globe Subscribers

9082917
for norGlobe Subscribers

SMS Text Messages to 2910

(Free Calls for Globe and
Subscribers)

Website www.dole.gov.ph
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V. Our Key Frontline Srvices

“General Information i; »
\—4

1. All application forms are free of charge which may also be secured from our website

2.

(www.dole.gov.ph).

If the claimant of the requested service is other than the one who filed the application,
submit a letter of authorization together with photocopy of their IDs (Filer/Applicant and
Authorized Representative 1 to present original for verification purposes).

To serve you better, you are requested to fill up the Citizen Feedback Form located at the
desk of the action officers and public assistance officers and drop it at the designated
boxes located near the entrances/exits areas.

__Local 9mple Transactions l'i >

A. Application for Alien Employment Permit

Alien Employment Permit

Under Article 40 of the Labor Code of the Philippines, as amended, any alien seeking
admission to the Philippines for employment purposes and any domestic or foreign
employer who desires to engage an alien for employment in the Philippines shall obtain
an employment permit from the Department of Labor and Employment.

The Alien Employment Permit (AEP) is a permit issued to a non-resident alien or
foreign national seeking admission to the Philippines for employment purposes after a
determination of the non-availability of Filipino citizen who is competent, able and
willing at the time of application to perform the services for which the alien is desired.

Client/s/Applicant/s

All foreign nationals who intend to engage in gainful employment in the Philippines and
any domestic or foreign employer who desires to engage an alien for employment in
the Philippines.
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Requirements

For Issuance of New AEP

1. Application Form duly accomplished and notarized with 2 x 2 picture in white
background

2. Notarized Contract of Employment/Appointment for non-elective position or
Notarized Board Secretary's Certificate on the Election of Foreign National

3. Certified Photocopy of passport with visa or Certificate of Recognition for
Refugees

4, Photocopy of Mayor's Permit or in case of Ecozone locators a Certification from
the Ecozone authority that the employer is existing and operating in the Ecozone.

5. If the filer is a representative of the foreign national, authorization letter from the
company or foreign national

Note: Present to the DOLE Action Officer the original passport with valid visa and
other original documents for verification purposes.

For Renewal of AEP

1. Application Form duly accomplished and notarized with 2 x 2 picture in white
background

2. Notarized Contract of Employment/Appointment for non-elective position or
Notarized Board Secretary's Certificate on the Election of Foreign National

3. Photocopy of passport with visa

4. Photocopy of Updated Mayor's Permit or in case of Ecozone locators a
Certification from the Ecozone authority that the employer is existing and
operating in the Ecozone.

5. AEP Card previously issued or photocopy of current AEP

6. If the filer is a representative of the foreign national, authorization letter from the
company or foreign national

Note: Present to the DOLE Action Officer the original passport with valid visa and
other original documents for verification purposes.

Validity period of Permit

One (1) year unless the employment contract, consultancy services, or other modes of
engagement provides otherwise, which in no case shall exceed five (5) years. The
AEP may be renewed upon compliance with the requirements.

Permit fee:

£8,000.00 for one year validity or a fraction thereof plus R3,000.00 for every additional
year or fraction thereof.
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Renewal of Application:

P3,000.00 for every year of validity or a fraction thereof.
Card Replacement:

P750.00

Penalty:

P10,000.00 for every year or a fraction thereof on foreign nationals found working
without an AEP or with an expired AEP

Where to apply
Regional Office or Field Office having jurisdiction over the intended place of work
Total Process Cycle Time

If filed at the Regional Office, three (3) working days upon receipt of complete
documents or within 24 hours after publication and payment of permit fees.

If filed at the Field Office, Five (5) working days upon receipt of complete documents
and payment of permit fees.

Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Star
1. Get application form (DOLE Provide DOLE AEP | (Name/
AEP Application Form) and Application Form and | Position of
the list of requirements from the list of | Action
the Action Officer or requirements. Officer and
download the form from our alternate)
website
(www.ble.dole.gov.ph) and
fill-up the form.

' v
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Activity Action Duration of
Applicant/Client DOLE Officer  |Transaction
Submit to Action Officer the Check the | (Name/
filed up application form completeness of the | Position of
with  the  documentary Application Form and | Action
requirements. all the documentary | Officer and
requirements. alternate)
v
a. For incomplete | (Name/
documents: Position of
Action
Return the | Officer and
application form and | alternate)
documents to the
client indicating the
lacking requirement/s
and explain, as may
be necessary.
Application is
deemed not filed.
\4 \ 4
Get the order of payment. b. For complete
documents:
Issue order of
payment.
\4 \4
Bring the order of payment Receive payment, | Designated
to the Designated Cashier, issue OR and stamp | Cashier

pay the required permit
fees and receive Official
Receipt (OR).

date and time of
release of AEP on
the face of the OR.

®

!
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
®
Publish new AEP | (Name/ Within two
application within 2 | Position of (2) working
working days upon | Action days upon
receipt of application | Officer/ submission
in a newspaper of | Evaluator of complete
general circulation. and documents
alternate
Conduct site | and Field Within two
inspection within 2 | Office (2)
working days upon | Head or working
receipt of application, | Designated days upon
if warranted based on | Approving filing of
documentary Officer) application
evaluation.
Regional Director/
Designated
Approving Officer
approve/disapprove
AEP.
\ 4
5. | Present the OR to the Action Release the AEP if | (Name/ Maximum
Officer on the date and claim approved or Letter of | Position of of Three
AEP/Letter of Denial/ Disapproval if | Action (3) working
Denial/Disapproval. denied on the | Officer and days if filed
scheduled release | alternate) at the
If the claimant of the date. Regional
requested service is other Office,
than the one who filed the Maximum
application, submit the letter of Five (5)
of authorization together with working
photocopy of their IDs days if filed
(Filer/Applicant and at the Field
Authorized Representative 1 Office
to present original for
verification purposes).
\4
End End
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An application for AEP may be denied on the following grounds:

Misrepresentation of facts in the application;

Submission of falsified documents;

The foreign national has a derogatory record; or

Availability of a Filipino who is competent, able and willing to do the job
intended for the foreign national.

el S

Denial of application of AEP shall cause the forfeiture of the fees paid by the
applicant.

AEP may be suspended, cancelled or revoked based on the grounds
enumerated in DOLE Department Order No. 97-09 dated August 26, 2009.

An AEP may be suspended on the following grounds and after due process:

1. The continued stay of the foreign national may result in damage to the
interest of the industry or the country;

2. The employment of the foreign national is suspended by the employer or
by order of the Court.

Petitions for suspension of AEP issued shall be resolved within thirty (30)
days from receipt thereof.
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B. Registration of Job Contractors and
Sub-contractors

Job Contractors and Sub-contractors

The Certificate of Registration of Job Contractors and Sub-contractors is issued to
persons, entities, companies engaged in legitimate contracting and subcontracting
arrangements in accordance with Articles 106 to 109 of the Labor Code, as amended
and its implementing guidelines under DOLE Department Order No. 18-02.

Client/s/Applicant/s:

Any legal and duly registered entity engaged in legitimate job contracting and sub-
contracting arrangements.

Requirements

1. Duly accomplished and notarized application form with undertaking that the
applicant shall abide to all applicable labor laws, rules and regulations.

2. Certified true copy of certificate of registration of firm or business name from the
Securities and Exchange Commission (SEC), Department of Trade and Industry
(DTI), Cooperative Development Authority (CDA) or from the DOLE if the applicant
is a union;

3. Certified true copy of the license or business permit issued by the local government
unit or units where the contractor or sub-contractor operates;

4. Certified true copy of audited financial statements if the applicant is a corporation,
partnership, cooperative or union, or copy of the latest ITR if the applicant is a sole
proprietorship.

Registration Fee

R100

Validity Period of your Registration

Three (3) years and renewable every three (3) years
Where to apply

Regional/Field Office having jurisdiction of the business operation of the applicant

Pagel8
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One (1) Working Day upon receipt of payment of Registration Fee

Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer |Transaction
1. Get application form (DOLE Provide DOLE Job | (Name/
Job Contracting/Sub- Contracting/Sub- Position of
contracting Application contracting Action
Form) or download the form Application Form | Officer and
from our website and list of | alternate)
(www.ble.dole.gov.ph) and requirements.
the list of requirements from
the Action Officer or and fill-
up the form.
\4 \4
2. Submit to the Action Officer Check the | (Name/
the filled up application completeness of the | Position of
form with the documentary Application Form and | Action
requirements. all documentary | Officer and
requirements. alternate)
\4
a. For incomplete | (Name/
documents: Position of
Action
Return the | Officer and
Application Form and | alternate)

documents to the
client indicating the
lacking requirement/s

and explain, as may

be necessary.

Application is
deemed not filed.

!
®
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
4, Get the order of payment. b. For complete
documents:

Issue order of

payment.

5. Bring the order of payment Receive payment,
to the Designated Cashier, issue OR and stamp
pay the £100.00 and date and time of
receive Official Receipt release of
(OR). registration on the

face of the OR.

Review the | (Name/
application. Position of
Action

Regional Director/ | Officer/Eval
Field Office Head/ | uator and
Designated alternate
Approving Officer | and  Field
approve/disapprove Office

registration. Head or
Designated
Approving
v v Officer)

7. Attend orientation on rules | Conduct orientation. | (Name/
and regulations on job Position of
contracting and sub- Action
contracting. Officer and

alternate)
l Y

® C
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
@

Present the OR to the Release the One 1)

Action Officer on the date Certificate of working
and claim Certificate of Registration if day upon
Reqgistration/Letter of approved or Letter of submission
Denial/Disapproval. Denial/Disapproval if of complete
denied on the documents

If the claimant of the
requested service is other
than the one who filed the
application, submit the
letter of  authorization
together with photocopy of
their IDs (Filer/Applicant
and Authorized
Representative i to present
original ~ for  verification
purposes).

scheduled release

date.

End

End
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C. Issuance of Authority to Recruit
Outside their Business Address

Authority to Recruit

Under Article 25 of the Labor Code of the Philippines, as amended, the Department is
mandated to govern and regulate the activities of all individuals and entities engaged in
the recruitment and placement of persons for local employment.

The Authority to Recruit is issued to licensed PRPA representative/s authorizing
him/her to conduct recruitment activities outside their business address as specified in
the authority.

Client/s/Applicant/s
A licensed agency or its authorized representative.
Requirements
1. Letter request by the agency;
2. Copy of current Private Recruitment and Placement Agency (PRPA) License;
3. Certification under oath of licensee of the proposed recruitment activities of the
representative
4. NBI Clearance and bio-data of the representative with two (2) passport size
pictures;
5. Clearance from previous agency, if applicable; and
6. In case of renewal, previous Authority to Recruit
Authority Fee
£1,500.00
Validity period of your Authority

Co-terminus with the PRPA License unless sooner revoked/cancelled by the issuing
Regional Office or terminated by the agency.

Where to apply
Regional Office if it covers the entire region or more than one province.

Field Office if it covers one province only.
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One (1) Working Day upon receipt of payment of Authority Fee

Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
1. Get the list of requirements Provide list of | (Name/
for Authority to Recruit from requirements for the | Position of
the Action Officer issuance of Authority. | Action
Officer and
alternate)
\4 A\ 4
2. Submit to Action Officer the Check the | (Name/
letter request with completeness of all | Position of
documentary requirements. the documentary | Action
requirements. Officer and
alternate)
A4
a. For incomplete | (Name/
documents: Position of
Action
Return  the letter | Officer and
request and | alternate)
documents  to the
client with the
checklist  indicating
the lacking
requirement/s and

explain, as may be
necessary.

Application is
deemed not filed.
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I
®

Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
3. Get the order of payment. b. For complete
documents :
Issue order of
payment.

4, Bring the order of payment Receive payment,
to the Designated Cashier, issue OR and stamp
pay the #£1,500.00 and date and time of
receive  Official Receipt release of
(OR). registration on the

face of the OR.
Review the | (Name/
application. Position of
Action
Regional Director/ | Officer/Eval
Field Office Head/ | uator and
Designated alternate
Approving Officer | and  Field
approve/disapprove Office
registration. Head or
Designated
Approving
v Officer)

5. Attend orientation on rules | Conduct orientation. | (Name/
and regulations on local Position of
recruitment. Action

Officer and
alternate)
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
7

Present the OR to the Release the One 1)

Action Officer on the date Certificate of working
and claim Authority to Registration if day upon
Recruit/Letter of approved or Letter of submission
Denial/Disapproval. Denial/Disapproval if of complete
denied on the documents

If the claimant of the
requested service is other
than the one who filed the
application, submit the
letter  of  authorization
together with photocopy of
their IDs (Filer/Applicant
and Authorized
Representative i to present
original  for  verification
purposes).

scheduled release

date.

A 4

End

End
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D. Clearance to Conduct Jobs Fair

Clearance to Conduct Jobs Fair

The Clearance to Conduct Jobs Fair is an authority issued to the requesting entity to
host or sponsor a job fair.

Client/s/Applicant/s

The requesting party refers to the entity requesting to host or sponsor a Jobs Fair.
Jobs Fair may be conducted, hosted, sponsored an/or co-sponsored by Non-
Government Organizations and other private entities including educational institutions
and patrticipated in by employers, Private Recruitment and Placement Agency (PRPA)
and Private Employment Agency (PEA) or registered job contractors/sub-contractors.

Requirements
1. Written request for the conduct of Jobs Fair, with complete details such as the
proposed date, venue and complete location/address, submitted at least ten (10)

working days before the scheduled date of the event.

2. List of participating employers and agencies with their individual

a. copy of license
b. registration certificate
C. job orders/vacancies

Validity Period of the Clearance

Within the specified duration of the jobs fair
Service fee

None

Where to apply

Field Office where the jobs fair will be conducted.
Total Process Cycle Time

Five (5) Working Days upon receipt of complete documents.
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Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Before the conduct of jobs fair:
Start Start
1. Get the list of requirements Provide list of | (Name/
for Clearance to Conduct requirements for the | Position of
Jobs Fair from the Action issuance of | Action
Officer. Clearance. Officer and
alternate)
\ 4 A 4
2. Submit the letter request at Check the | (Name/
least ten (10) working days completeness of all | Position of
before the schedule date of the documentary | Action
Jobs Fair and with the requirements. Officer and
following: alternate)

a. proposed date,
b. venue and complete
location/address
list of private
establishments, companies,
recruitment agencies, job
contractors/sub-contractors
which will participate in the
Jobs Fair with copies of
their  individual license,
registration certificate and
job orders/vacancies.

I
®
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
a. For incomplete | (Name/
documents: Position of
Action
Return the letter | Officer and
request and | alternate)
documents  to the
client with the
checklist  indicating
the lacking
requirement/s and
explain, as may be
necessary.
Application is
deemed not filed.
\ 4 \ 4
4, Receive a claim stub Review and verify the | (Name/
indicating the release date documents. Position of
and time. Action
Conduct ocular site | Officer/Eval Not later
inspection within the | uator and than (NLT)
3 working days upon | alternate than 3"
receipt of application. | and Field day upon
Office receipt  of
Head or complete
Designated documents
Approving
Field Office Head/ | Officer)

Designated

Approving Officer
approve/disapprove
clearance.

: I

®

Page28



DOLE CiTizENGCHARTER

Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
@
Present the claim stub to Release the Maximum
the Action Officer on the Certificate of Has No of three (3)
scheduled date and claim Pending/Pending working
Clearance Certificate/Letter Case on the day upon
of Denial/Disapproval. scheduled release submission
If the claimant of the date. of complete
requested service is other documents
than the one who filed the
application, submit the
letter of  authorization
together with photocopy of
their IDs (Filer/Applicant
and Authorized
Representative 7 to present
original ~ for  verification
purposes).
During the co&duct of jobs fair
Post the job fair procedure a. For ¢Job Fair | DOLE During the
in conspicuous places in (local): Regional/ actual job
the area and conduct the DOLE RO/FO/PESO Field fair
job fair. supervise the Officers
conduct of the and PESO
activity to ensure the Managers
conformity to existing
rules.
b. For Job Fair (with
overseas)
DOLE RO/FO/PESO
with POEA to
supervise the
conduct of the
activity to ensure the
conformity  to rules
and regulations on
overseas recruitment
Page?9
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Activity

Applicant/Client

DOLE

Action
Officer

Duration of
Transaction

After the condug¢t of jobs fair

All participating employers,
companies, PRPAs,
contractors/sub-contractors
submit Job Fair Terminal
Report immediately after
the conduct of jobs fair and
before leaving the venue to
DOLE i RO/FO and POEA,
if applicable, copy furnished

Checks compliance.

PESO.
!

v

All participating employers,
companies, PRPAs,
contractors/sub-contractors
submit Job Fair Placement
Report for

Local employment one (1)
month after the conduct of
jobs fair and every month
thereafter to DOLE RO/FO
copy furnished PESO.

Overseas employment
ninety (90) days after the
conduct of jobs fair and
every month thereafter until
the final report is submitted
to POEA, copy furnished
DOLE RO/FO and PESO.

Follow up placement
report.

End

End
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E. Application for WorKi

Wor king Childbés Permit

Under Republic Act No. 9231, the Department is mandated to protect the working child
under allowable work circumstances against abuse, exploitation and discrimination.

As a rule, no child below 15 years of age shall be employed, permitted or suffered to
work, in any public or private establishment except: 1) when the child works under the
sole responsibility of his/her parents or guardian, provided that only members of the
chidbs family are employed; and 2) when t|
public entertainment or information is essential.

A Working Childbés Permit is issued to an)
allowed to commence work, usually on short-term and per project basis, in a family
undertaking and in public entertainment or information.

Client/s/Applicant/s:

Employer, parent or guardian of a child below 15 years of age before engaging him or
her in any legitimate work not prohibited by law.

Requirements
1. Duly accomplished and notarized/under oath application for work permit
2. Additional requirements for a child above seven years old:

a. Proof or Certificate of enrollment for the current year or current school
identification or report card

b. If the Child is not enrolled, a brief description of the program for education,
training and skills acquisition for the child

3. Aut henticated copy of <childbds Birth Cer
Birth issued by the NSO or the city/municipal registrar

4. Medical certificate issued by a licensed physician stating that he/she has
personally examined the child for whom a work permit is being secured, and that
the child is fit to undertake the work in which he/she is to be engaged. Such
certi f i cate mu st bear the <certifying p hy
number
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5. Two (2) passport size photographs of the child, expenses for securing such should
be the employerds responsibility. For
any digitally-captured photograph either by DOLE or employer may be accepted

6. When the employer is the parent, guardian, or a family member other than the
parent of the child, he/she shall present any valid documents such as latest
passport, latest postallcompany i denti fication card,
his/her identity. Additional requirement for the following are:

a. For legal guardian: authenticated proof of legal guardianship
b. For family member: proof of relationship to the child
c. For employers in public entertainment or information:
i. Certified true copy of the empl oy
registration
il. Written empl oyment contract bet we «
parents or guardian and approved by DOLE.
iii.  An express agreement of the child to the provisions of the contract when
the child is between seven (7) to below 15 years of age.
Additional Requirements for Renewal
1. Previously issued WCP
Validity period of Permit:
Based on the employment contract but not to exceed one (1) year
Permit Fee:
2100 per permit/project
Where to file
Regional / Field Offices whichever is nearest to the client

Total Process Cycle Time

Eight (8) Working Hours from receipt of payment
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Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer |Transaction
1. Get application form Provide DOLE WCP | (Name/
(DOLE WCP Application Application Form and | Position of
Form) and the list of list of requirements. Action
requirements from the Officer and
Action Officer and fill-up alternate)
the form.
\ 4 A
2. Submit to Action Officer Check the | (Name/
the filled up application completeness of the | Position of
form with the form and documentary | Action
documentary requirements. Officer and
requirements. alternate)
y
a. |If application and/ | (Name/
or  requirements | Position of
are not complete | Action
documents: Officer and
alternate)

Return the application
form and documents to
the client indicating the

lacking
and explain,
necessary.

requirement/s

as may be

Application is deemed

not filed.
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Activity Action Duration of
Applicant/Client | DOLE Officer |Transaction
For new applicant with b. If application of
complete application form new applicant
and requirements: and/or
requirements are
Attend interview  on complete
scheduled date if documents:
parent/guardian is not
present at the time of Schedule the
filing application. interview/  orientation
within the next two
working days if the
parent/legal guardian
is not present at the
time of filing
application.
A
Attend to the interview if Conduct immediately
the concerned parent/ the interview/
legal guardian is present orientation If the
at the time of filing parent/legal guardian
application. is present at the time
_ of filing application.
v |
No interview for old C. For complete | (Name/
applicants. documents and | Position of
applicants Action
Submit to the Action previously issued | Officer and
Officer the previously with WCP: alternate)
issued WCP card for
updating. Update previously
issued WCP.

Get the order of payment
after interview/
orientation.

Issue order of payment
after interview.

y
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Activity Action Duration of
Applicant/Client | DOLE Officer |Transaction
7
Bring the order of Receive payment and | Designated
payment to the issue OR. Cashier
Designated Cashier, pay
Permit Fee of PR100.00
and receives Official
Receipt (OR).
v
Bring the OR to the Stamp date and time | (Name/
Action Officer to be of release of WCP. Position of
stamped with the release Action
date and time of the Officer and
WCP. alternate)
\4
Process request. (Name/
Position of
Review documents. Action
Officer/Eval
Field Office | uator and
Head/Designated alternate
Approving Officer | and  Field
approve/disapprove Office
WCP. Head or
Designated
Approving
Officer)
\ 4 A\ 4
Present the OR and claim Release the WCP if | (Name/ Eight (8)
WCP/Letter of approved or Letter of | Position of working
Denial/Disapproval to the on the scheduled | Action hours
Action Officer on the released date. Officer and upon
scheduled date and time. alternate) payment of
Permit Fee

!
®

!
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Steps

Activity

Applicant/Client

DOLE

Action
Officer

Duration of
Transaction

7

If the claimant of the
requested service is other
than the one who filed the
application, submit the
letter of authorization
together with photocopy

of their IDs
(Filer/Applicant and
Authorized

Representative 1 to

present original for
verification purposes).

\4

End

©

End
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F. Registration of Union

Union Registration

Under PD 442 of the Labor Code of the Philippines, as amended, the DOLE is
mandated to process the application for registration of labor organizations in order for
them to acquire legal personality and to enjoy the rights given to legitimate labor
organization.

Union registration refers to the process of determining whether the application for
registration of a labor union organized for collective bargaining, complies with the
documentary requirements prescribed under Rule 3 and 4 of DOLE Department Order
No. 40-03 and the rules implementing Book V of the Labor Code, as amended.

Client/s/Applicant/s

All labor unions whose members are employed in commercial, industrial and
agricultural enterprises, and employees of government-owned or controlled
corporations without original charters established under the Corporation Code,
including religious, charitable, medical or educational institutions whether operating for
profit or not which exist in whole and in part for collective bargaining.

Supervisory employees shall not be eligible for membership in a rank-and-file
employee labor union but may form their separate labor unions.

Alien employees with valid working permits issued by DOLE may exercise their right to
self-organization and join or assist labor unions for purposes of collective bargaining if
they are nationals of a country which grants the same or similar rights to Filipino
workers, as certified by the Department of Foreign Affairs.

Managerial employees shall not be eligible to form, join or assist any labor union for
purposes of collective bargaining.

Requirements

For Local Chapters

1. Duly accomplished and notarized Application Form

2. Charter certificate issued by the federation or national union indicating the
creation or establishment of the local/chapter

3. Thenamesoft he | ocal/ chapterds officers,

the local chapter
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4. The | ocal/ chapt er éaws, providesd that tvhetethe n  a n «
| ocal / chapt er 6 s -lawsinthetsante asthatoohthe dededatioh gr
national union, this fact shall be indicated accordingly.

For Independent Labor Union

Duly accomplished and notarized Application Form

Minutes of Organizational Meeting and Attendance Sheet

List of Members

Financial Report if in existence for at least one (1) year

If less than 1 year, and has not collected any amount, a certification to this

effect.

Constitution and by-laws accompanied by the names and signatures of

ratifying members.

7. Minutes of adoption or ratification of the constitution and by-laws, date/s when
ratification was made and list of ratifying members.

8. Minutes of adoption or ratification is not required if it is done simultaneously
with the organizational meeting and the same is reflected in the minutes of the
organizational meeting including the date/s when ratification was made and list
of ratifying members..

9. Statement that it is not reported as a chartered local or any federation.

10. List of members comprising at least 20% of the employees of the bargaining

unit

agrwONE

o

Validity Period of the Registration
Indefinite

Registration Fee

P70.00

Where to apply

Field Office

Total Process Cycle Time

One (1) Working Day upon receipt of complete documents and payment of registration
fee
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Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
1. Get application  form Provide DOLE Union | (Name/
(DOLE Union Registration/Local Position of
Registration/Local Chapter  Application | Action
Chapter Application Form and list of | Officer and
Form) and the list of requirements. alternate)
requirements from the
Action Officer and fill-up
the form.
\ 4
2. Submit to Action Officer Check the | (Name/
the filled up application completeness of the | Position of
form with the form and documentary | Action
documentary requirements. Officer and
requirements. alternate)
a. |If application and/ | (Name/
or requirements | Position of
are not complete | Action
documents: Officer and
alternate)

Return the application
form and documents to
the client indicating the

lacking

requirement/s

and explain, as may be
necessary.

Application is deemed
not filed.

5
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
3. Get the order of payment. b. For complete
documents:
Issue order of
payment.
4, Bring the order of payment Receive payment,
to the Designated Cashier, issue OR and stamp
pay the PR70.00 and date and time of
receive Official Receipt release of
(OR). registration on the
face of the OR.
Review the | (Name/
application. Position of
Action
Field Office Head/ | Officer/Eval
Designated uator and
Approving Officer | alternate
approve/disapprove and Field
registration. Office
Head or
Designated
Approving
Officer)

!
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
¢

5. Present the OR to the Release the One (8]

Action Officer on the Certificate of working
scheduled date and claim Registration if day upon
Certificate of approved or Letter of submission
Registration/Letter of Denial/Disapproval if of complete
Denial/Disapproval. denied on the documents

If the claimant of the

scheduled release
date.

requested service is other

than the one who filed the
application, submit the
letter of  authorization
together with photocopy of
their IDs (Filer/Applicant

and Authorized
Representative T to
present original for

verification purposes).

A 4

End

End
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G. Registration of Wor ke

Wor ker86s Association Registration

Under PD 442 of the Labor Code of the Philippines, as amended, the DOLE is
mandated to process the application for registrat i on of wor ker sé6 a
for the mutual aid and protection of its members or for other legitimate purposes
except collective bargaining in order for them to acquire legal personality.

Wor ker6s Association r e g sssdf detetminiogh whetherf tieer s
application for registration of such organization complies with the documentary
requirements prescribed under Rule 3 and 4 of DOLE Department Order No. 40-03, as
amended.

Client/s/Applicant/s

Working Youth, Overseas Filipino Workers, Persons with Disabilities, Displaced
Workers and all other workers, including ambulant, intermittent workers, the self-
employed, rural workers and those without definite employers

Requirements

Duly accomplished and notarized Application Form

Name of the association officers and their addresses

Minutes of Organizational Meeting and Attendance Sheet

List of Members

Financial Report if in existence for at least one (1) year

If less than 1 year, and has not collected any amount, a certification to this

effect.

Constitution and by-laws accompanied by the names and signatures of ratifying

members

8. Minutes of adoption or ratification of the constitution and by-laws, date/s when
ratification was made and list of ratifying members

9. Minutes of adoption or ratification is not required if it is done simultaneously with

the organizational meeting and the same is reflected in the minutes of the

organizational meeting including the date/s when ratification was made and list

of ratifying members

s wNE

~

Validity Period of the Registration

Indefinite
Paget2



Registration fee

£70.00

Where to apply

Regional Office/Field Office

Total Process Cycle Time

DOLE CiTizENGCHARTER

One (1) Working Day upon receipt of complete documents and payment of registration

fee
Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Start Start
1. Get application  form Provide DOLE Rural | (Name/
(DOLE Rural Workers Workers  Application | Position of
Application Form) and the Form and list of | Action
list of requirements from requirements. Officer and
the Action Officer and fill- alternate)
up the form.
\ 4 l
2. Submit to Action Officer Check the | (Name/
the filled up application completeness of the | Position of
form with the form and documentary | Action
documentary requirements. Officer and
requirements. alternate)

!
®

!
®
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3.

Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
a. |If application and/ | (Name/
or requirements | Position of
are not complete | Action
documents: Officer and
alternate)

v

Return the application
form and documents to
the client indicating the
lacking requirement/s
and explain, as may be
necessary.

Application is deemed
not filed.

A\ 4

Get the order of payment. b. For complete
documents:
Issue order of
payment.
\
Bring the order of Receive payment,

payment to the
Designated Cashier, pay
the R70.00 and receive
Official Receipt (OR).

issue OR and stamp
date and time of
release of registration
on the face of the OR.

!
®

I
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Activity Action Duration of
DOLE Officer Transaction

Applicant/Client

:

Review the | (Name/
application. Position of
Action

Field Office Head/ | Officer/Eval
Designated Approving | uator and

Officer alternate
approve/disapprove and Field
registration. Office
Head or
Designated
Approving
Officer)
v ¢
5. Present the OR to the Release the Certificate One D
Action Officer on the of Registration if working
scheduled date and claim approved or Letter of day upon
Certificate of Denial/Disapproval if submission
Registration/Letter of denied on the of complete
Denial/Disapproval. scheduled release documents
date.

If the claimant of the
requested service is other
than the one who filed the
application, submit the
letter of authorization
together with photocopy

of their IDs
(Filer/Applicant and
Authorized

Representative i to

present original for
verification purposes).

A 4

End End
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H. Registration of Collective Bargaining Agreement

Collective Bargaining Agreement (CBA) Registration

It is the State policy to promote and emphasize the primacy of collective bargaining in
setting working conditions or the creation of a mechanism by which employers and
recognized and certified labor unions bargain collectively.

The registration of Collective Bargaining Agreement refers to the process of
determining whether the application for registration complies with the requirements
provided under DOLE Department Order No. 40-03, as amended.

Clients/Applicants

Parties to the CBA

Requirements

Duly accomplished and notarized Application Form
Original and 2 duplicate signed copies of the CBA which must be certified
under oath by the representative/s of the employer/s and labor/union/s
concerned.

3. Statement that the CBA was posted in at least two (2) conspicuous places in
the establishment/s concerned for at least five (5) days before its ratification

4. Statement that the CBA was ratified by the majority of the employees in the
bargaining unit of the employer/s concerned

Validity Period of the Registration

Five (5) years

Registration Fee

P1,000.00

Where to apply

Field Office
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Total Process Cycle Time

One (1) Working day upon receipt of complete documents and payment of registration

fee
Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  [Transaction
Start Start
1. Get application  form Provide DOLE Rural | (Name/
(DOLE CBA Application Workers Application | Position of
Form) and the list of Form and list of | Action
requirements from the requirements. Officer and
Action Officer and fill-up alternate)
the form. ‘
\ 4 i
2. Submit to Action Officer Check the | (Name/
the filled up application completeness of the | Position of
form with the form and documentary | Action
documentary requirements. Officer and
requirements. alternate)

a. If application and/ | (Name/

or requirements | Position of

are not complete | Action

documents: Officer and
alternate)
Return the application
form and documents to
the client indicating the
lacking requirement/s
and explain, as may be
necessary.

Application is deemed
not filed.

' !
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
3. Get the order of payment. b. For complete
documents:
Issue order of
payment.
4, Bring the order of payment Receive payment,
to the Designated Cashier, issue OR and stamp
pay the £1,000.00 and date and time of
receive Official Receipt release of
(OR). registration on the
face of the OR.
Review the | (Name/
application. Position of
Action
Field Office Head/ | Officer/Eval
Designated uator and
Approving Officer | alternate
approve/disapprove and Field
registration. Office
Head or
Designated
Approving
Officer)

!
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
?

5. Present the OR to the Release the One 1)
Action Officer on the Certificate of working
scheduled date and claim Registration if day upon
Certificate of approved or Letter of submission
Registration/Letter of Denial/Disapproval if of complete
Denial/Disapproval. denied on the documents

If the claimant of the

scheduled release
date.

requested service is other
than the one who filed the
application, submit the
letter of  authorization
together with photocopy of
their IDs (Filer/Applicant

and Authorized
Representative T to
present original for

verification purposes).

A 4

End

End
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|. Certification from DOLE that Company Has
No Pending / Has Pending Case

Certification from DOLE that Company Has Pending / No Pending Case

The DOLE is mandated to review labor standards cases coming from Regional Offices
through the exercise of their visitorial powers under Article 128 of the Labor Code, as
amended and review the Order of the POEA Administrator pertaining to recruitment
violations.

The Certification is issued to stakeholders for bidding purposes, renewal of license and
withdrawal of escrow deposit with respect to labor standards and POEA appealed

cases.

Client/s/Applicant/s

DOLE stakeholders/clients, Companies, Corporations, Agencies, Government Offices
and Other Legal Entities

Requirements
1. For Individual
a.

b.

Application for Clearance/Request Form or letter request indicating the
purpose
Identification Card of the requesting party

2. For Corporation, Agency and Other Legal Entities

a.

For Bidding purposes

Application for Clearance/Request Form or letter request indicating
the purpose

Photocopy of the Official Receipt (OR) of the bidding fee

Pertinent bidding document/s showing that the Certification of No
Pending / With Pending Case from DOLE Office is being required of
the company i.e., Checklist of Eligibility Requirements, Instruction to
Bidders and the like

Identification Card of the requesting party
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b. For Renewal of License/Certificate of Registration

i. Application for Clearance/Request Form or letter request indicating
the purpose
il Identification Card of the requesting party

C. For Withdrawal of Escrow Deposit
i. Photocopy of escrow deposit
ii. Any document showing/certifying that the Certification of No
Pending/With Pending Case from DOLE is being required of the
company.
iii. Identification Card of the requesting party
d. For Other Legal/Valid Purpose
i. Any document showing/certifying that the Certification of No
Pending/With Pending Case from DOLE is being required of the
company.
ii. Identification Card of the requesting party
Service fee
None

Where to apply

For POEA appealed cases - Legal Service, Department of Labor and Employment, 6"
Floor, DOLE BIdg., Intramuros, Manila

For Labor Standards cases i Bureau of Working Conditions, Department of Labor and
Employment, 3" Floor, DOLE Bldg., Intramuros, Manila

(Specific address of the Regional/Field Office)
Total Process Cycle Time

Maximum of three (3) working days upon receipt of complete documents
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Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Start Start
1. Get Clearance/Request Provide DOLE | (Name/
form (DOLE Clearance/ Clearance/Request Position of
Request form) and the list form and list of | Action
of requirements from the requirements. Officer and
Action Officer and fill-up alternate)
the form.
\ 4
2. Submit to Action Officer Check the | (Name/
the filled up request form completeness of the | Position of
or letter-request with the form and documentary | Action
documentary requirements. Officer and
requirements. alternate)
a. |If application and/ | (Name/
or requirements | Position of
are not complete | Action
documents: Officer and
alternate)

Return the application
form and documents to
the client indicating the

lacking

requirement/s

and explain, as may be
necessary.

Application is deemed
not filed.

!
C
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
a. If application and/ | (Name/
or requirements | Position of
are not complete | Action
documents: Officer and
alternate)
Return the application
form and documents to
the client indicating the
lacking requirement/s
and explain, as may be
necessary.
Application is deemed
not filed.
A\ 4 v
Get the claim stub b. For complete
indicating the date and documents:
time of release of
certificate. Issue claim stub
indicating the date and
time of release of
certificate.
Check the docket | (Name/
records of pending | Position of
cases. Action
Officer/Eval
Service/Bureau/Region | uator and
al Director/Field Office | alternate
Head/ Designated | and Field
Approving Officer sign | Office
the certificate. Head or
1 Designated
v l Approving
@ Officer)
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Activity

Applicant/Client

| DOLE

Action
Officer

Duration of
Transaction

7

Present the claim stub to
the Action Officer on the
scheduled date and claim
Certificate of Has No
Pending/Pending Case.

If the claimant of the
requested service is other
than the one who filed the

application, submit the
letter of authorization
together with photocopy
of their IDs
(Filer/Applicant and
Authorized

Representative 1 to
present original for

verification purposes).

Release the Certificate

of Has No
Pending/Pending Case
on the scheduled

release date.

A 4

End

End

Maximum
of three (3)
working
day upon
submission
of complete
documents
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..Complex Transactions ’

\ﬁ—J

L. Private Recruitment and Placement Agency
License

Private Recruitment and Placement Agency License

Under Article 25 of the Labor Code of the Philippines, as amended, the Department is
mandated to govern and regulate the activities of all individuals and entities engaged in
the recruitment and placement of persons for local employment.

The Private Recruitment and Placement Agency License is a license issued by the

Department authorizing an individual, partnership, corporation or entity to operate a

private recruitment and placement agency for local employment.

Client/s/Applicant/s

1. Must be a Filipino citizen, if single proprietorship. In case of partnership or a
corporation, at least seventy-five percent (75%) of the authorized capital stock
must be owned and controlled by Filipino citizens;

2. Must have a minimum net worth of 2200,000.00 in the case of single proprietorship
and partnership or a minimum paid-up capital of R2500,000.00 in the case of
corporation.

3. The owner, partners or the officers of the corporation must be of good moral
character and not otherwise disqualified by law;

4. Must have an office space with a minimum floor area of fifty (50) square meters.
5. Must issue an undertaking on the following:
a. That they will not engage in the recruitment of children below 15 years of age

or place children below 18 years old in hazardous occupation in accordance
with Republic Act No. 9231 and other related laws, and;
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b. That they will assume full responsibility for all claims and liabilities which may
arise in connection with the use of the license.

6. Must have undergone orientation on rules and regulations on local recruitment.
Requirements
For New/Renewal License:

1. Duly filled up and notarized application form with undertaking.

2. Certified copy of Certificate of Registration of firm or business name from
Department of Trade and Industry (DTI) Business Name Registration for Single
Proprietorship; or SEC Registration/By-Laws/Articles of Incorporation/Articles of
Partnership for Partnership and/or Corporation - original copy to be presented;

U  Must have a minimum paid-up capital of P500,000.00 for corporation
U  Must have a minimum net worth of P200,000.00 for single proprietorship
and partnership

3. Specific address and location map of the office/proposed office

4. Contract of Lease for two (2) yedocasonor
(minimum office floor area of 50 sq.m.) - original copy to be presented;

5. Updated NBI Clearance of the applicant-owner, of the partners in the case of
partnership or all the officers and members of the Board of Directors in the case
of corporation - original copy to be presented;

6. Organizational structure and list of all officers and personnel with their respective
bio-data, two (2) passport size picture and detailed statement of their duties and
responsibilities

7. Income Tax Return (ITR) for the last two (2) years, as the case may be - original
copy to be presented;
8. Sworn statement of assets and liabilities and/or duly audited financial statement,

as the case may be;

9. List of all authorized representatives, if any; who must be at least high school
graduate, with their corresponding bio-data, two (2) passport size pictures, high
school diploma or other proof of educational attainment duly authenticated, NBI
clearance and Special Power of Attorney (SPA) and

10. Certificate of attendance to orientation on rules and regulations on local
recruitment.

Additional Requirements for Renewal:
1. DOLE Certificate of No Pending/Has Pending Case - original copy to be
presented

2. Original copy of existing license and
3. Proof of Publication of the previous license

Paget4



DOLE CiTizENGCHARTER

The application for renewal shall be filed not later than thirty (30) days before expiration
of the same.

The PRPA License cannot be renewed if the licensee/proprietor, or any of the partners
and board directors have been convicted by the regular courts for violation of the Labor
Code, as amended and its Implementing Rules and Regulations, or if it has been
previously revoked.

For Establishment of Branch Office/Renewal of Authority to Operate a Branch

Office

1. Certified copy of the current license

2. Organizational structure of the branch office, including duly notarized
appointments.

3. NBI Clearance, bio-data and two (2) passport-size pictures of the branch
manager and staff members;

4, Certification that the branch office has office space with a minimum floor area of
fifty (50) sq.m.

5. Certification that the licensee has no pending case from the DOLE Regional
Office which issued the license and where the applicant will establish a branch
office and

6. List of all authorized representatives, if any; who must be at least high school
graduate, with their corresponding bio-data, two (2) passport size pictures, high
school diploma or other proof of educational attainment duly authenticated, NBI
clearance and Special Power of Attorney (SPA)

License Fee

New or Renewal of License Authority to
Single Corporation/ operate a
Proprietorship Partnership Branch Office
Filing Fee £1,000.00 £3,000.00 £1,000.00
License Fee £6,000.00 £6,000.00 £3,000.00
Cash Bond £25,000.00 £25,000.00
Surety Bond £2100,000.00 £2100,000.00 Additional
£50,000.00
Replacement  of | R600.00
Lost License

Penalty
£5,000.00 Non-publication of License
£10,000.00 Late filing of application
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Two (2) years, renewable every 2 years

Where to apply
DOLE Regional Office

Total Process Cycle Time

Ten (10) Working Days upon submission of complete documents and payment of

required fees and bonds

Basic Steps
Steps Activity Action Duration of
Applicant/Client DOLE Officer  [Transaction
Start Start
1. Get application form (DOLE Provide DOLE PRPA | (Name/
PRPA Application Form) Application Form and | Position of
and the list of requirements the list of | Action
from the Action Officer or requirements. Officer and
download the form from our alternate)
website
(www.ble.dole.gov.ph) and
fill-up the form.
2. Submit to Action Officer the Check the | (Name/
filed up application form completeness of the | Position of
with  the  documentary Application Form and | Action
requirements. all the documentary | Officer and
requirements. alternate)

5

&
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction

a. If application and/ | (Name/
or requirements | Position of
are not complete | Action
documents: Officer and

alternate)

Return the

application form and

documents to the

client indicating the

lacking requirement/s

and explain, as may

be necessary.

Application is

deemed not filed.

A 4 Y
3. Get the order of payment. b. For complete

documents:

Issue order of

payment.

\4
4, Bring the order of payment Receive payment, | Designated
to the Designated Cashier, issue OR and stamp | Cashier

pay the required filing fee
and receive Official Receipt

date and time of
release of PRPA
License on the face

(OR).

of the OR.
v
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
?
Conduct ocular site | (Name/ Not later
inspection within 3 | Position of than three
working days upon | Action (3) working
receipt of application. | Officer/ days upon
Evaluator filing of
and application
If found not compliant | alternate NLT seven
after inspection/ | and (7) working
evaluation Regional | Regional days upon
Director/Designated Director or filing of
Approving Officer | Designated application
disapprove or if | Approving
found compliant after | Officer)
inspection/evaluation
approve PRPA
License.
v ¢
5. Get the order of payment Issue order payment. | (Name/
upon receipt of Notice of Position of
Approval (thru email, fax, Action
mail). Officer and
alternate
and
Pay the required license Receive payment, | Designated
fee, post cash bond to the issue ORs for the | Cashier

Cashier and submit the
original copy of surety
bond.

license fee and cash
bond.

7
©

!
©
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Activity

Applicant/Client

DOLE

Action
Officer

Duration of
Transaction

¢

$

Present the OR to the
Action Officer on the
scheduled date and claim
PRPA License/Authority to
operate Branch Office.

If the claimant of the
requested service is other
than the one filing the
application, submit the
letter  of  authorization
together with photocopy of
their IDs (Filer/Applicant
and Authorized
Representative 7 to present
original ~ for  verification

Release the PRPA
License/Authority on
the scheduled date.

purposes).

Publish once in a
newspaper of general
circulation the license
number of the agency and
pictures  of  authorized
representatives within
fifteen (15) days upon the

receipt of license.

!

Submit a copy of the said
publication to the DOLE
Regional Office one (1)
week after publication.

Failure to comply with the
publication requirement
shall  be ground for
suspension of license for
three (3) months and
penalty of P5,000

Monitor compliance.

A\ 4

End

End

(Name/
Position of
Action
Officer and
alternate)

Ten
working
day upon
submission
of complete
documents
and
payment of
required
fees and
bonds.

(10)
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Reminders to Applicants and Employers seeking assistance from a Licensed
Private Recruitment and Placement Agency:

Placement Fee (paid by the worker to the Licensed PRPA)

Mu s t not exceed twenty percent (20%) of
no case shall be charged prior to the actual commencement of employment.

Service Fee (paid by the employer to the Licensed PRPA)

Must not exceed twenty percent (20%) of the annual basic salary of the worker and in
no case shall the service fee be deducted
Transportation Expenses of the Worker (charge to the employer)

Transportation of the worker from the place of origin to the place of work shall be
charged to the employer and shal/l in no ¢
Issuance of Official Receipt

Official Receipt for any payments shall be issued for any fees collected by the PRPA.

Complaints against PRPA

Report to DOLE and/or the concerned Regional/Field Office having jurisdiction on the
PRPA any irregularities and violations incurred by said PRPA.
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M. Accreditation of Occupational Safety and
Health Practitioners

Accreditation of Occupational Safety and Health Practitioners

Under Rule 1030 of the Occupational Safety and Health Standards as amended by
Department Order No. 16, Series of 2001, the Accreditation of Practitioners,
Consultants and Organizations on Occupational Safety and Health (OSH) is issued to
OSH Personnel and Training Organizations to assist the Department in instituting new
and update existing programs to ensure safe and healthful working conditions in all
places of employment (Article 162 Book IV, Title I, of the Labor Code of the Philippines,
as amended).

Client/s/Applicant/s
a. Qualifications of Practitioners who are qualified to practice OSH in the Philippines:

i. Must have completed the prescribed 40-hour Basic Occupational Safety and
Health Training Course from DOLE accredited or recognized organizations.

ii. Must have relevant experience in occupational safety and health. Three (3)
years experience is required if applicant is duly licensed, four (4) years
experience, if graduate of any 4 or 5 years college course without license
and ten (10) years experience if college undergraduate.

Relevant experience shall mean actual work experience on OSH or a
combination of actual work experience and attendance or participation in
various trainings, seminars and other related learning processes.

Requirements

For Accreditation as OSH Practitioner for New Application
(Use/Attach Form DOLE-BWC-AF-CHK-PC)

1. Duly accomplished Application Form (DOLE-BWC-AF-PCN-A1 for OSH
practitioner)

2. Two (2)recent1 6 x 10 | D pictures in red ba
by the applicant at the back
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Original Certificate of Employment indicating date of appointment at present
position using the official company letter head and photocopy of previous
employment certificate, if any

Photocopies of Actual Duties and Responsibilities at present position, using
company letterhead, signed by Immediate supervisor and Personnel Manager or
authorized official of the company

Photocopies of certificates of completion of BWC prescribed training on OSH (40
hours) for practitioners and advanced training on OSH (80 hours) for consultants
Photocopies of certificates of completion/attendance in other OSH related
trainings/seminars

Photocopy of college diploma and Transcript of Records or Board Exam
Certificate/PRC license if applicable

Proof/s of accomplishment or participation in OSH (accident reports, safety
inspection reports, safety audit reports, safety and health committee
reports/programs prepared/implemented) and

Other supporting documents as proof of OSH practice.

Requirements for Renewal of Accreditation of Occupational Safety and Health
Practitioner

1.
2.
3

Duly accomplished application form (DOLE-BWC-AF-PCR-A2)

Updated Resume with recent picture

Two (2) r ec epicturesInded hackyround f@ Practitioner, duly signed
by the applicant at the back

Summary of Accomplishments on OSH duly certified by the supervisor and
employer using official letterhead of the company

Proof/s of accomplishments or participation in OSH (accident reports, safety
inspection reports, safety audit reports, safety and health committee
reports/programs prepared/implemented)

Photocopy of certificate of accreditation

Photocopy of certificate of attendance on additional OSH related trainings (at
least 16 hours of OSH training per year or a total of 48 hours for 3 years, earned
from DOLE recognized/accredited STO/institutions or any institutions authorized
by law).

Other supporting documents as proof of OSH practice.

Where there is a change of employer/position, the following must also be
submitted:

a. Original certificate of employment indicating name, position and date of
appointment at present position, using official letterhead of the company.

b. Original copy of actual Duties and Responsibilities at present position, using
official letterhead of the company, signed by immediate supervisor and
Personnel Manager or authorized official of the company.
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Accreditation Fee

For Certificate/ID, Renewal/ID and Replacement Fee of OSH Practitioner:

Certificate and ID
Renewal Certificate and ID

Replacement Fee (upon presentation of proof of loss)

Validity period of Accreditation

Three (3) years, renewable every three (3) years

Where to file

Regional Office

£150.00
£100.00
£150.00

Field Office may accept application but the Regional Director signs the Accreditation

certificate

Total Process Cycle Time

Ten (10) working days upon receipt of complete documents, interviewed and paid the

required fees

Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  [Transaction
Start Start
1. Get application form: Provide appropriate | (Name/
a. DOLE-BWC-AF-PCN-A1 DOLE OSH | Position of
(for new applicant) Practitioner Action
b. DOLE-BWC-AF-PCR-A2 Application Form and | Officer and
(for renewal of the list of | alternate)

accreditation)

profile form and the list of
requirements  from  the
Action Officer and fill-up the

requirements.

—
™
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Submit  the filed up Check the | (Name/
application and profile form completeness of the | Position of
with  the  documentary form and | Action
requirements and pictures documentary Officer and
with appropriate requirements. alternate)
background.
A 4
a. For . If application | (Name/
and/ or | Position of
requirements are | Action
not complete | Officer and
documents: alternate)
Return the
application form and
documents to the
client indicating the
lacking requirement/s
and explain, as may
be necessary.
Application is
deemed not filed.
¥ A4
Call or check email after b. For  complete | (Name/ Within  two
two (2) working days. documents : Position of (2) working
Action days
Evaluate/verify ~ the | Officer/Eval
documents and | vuator and
schedule interview | alternate/
within two (2) working | Field Office
days upon receipt of | Head)

complete documents.

!
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
(&
Confirm your attendance on Sends thru fax/email/ | (Name/
the scheduled interview mail Notice/letter of | Position of
within the day or act on the interview schedule or | Action
deficiencyl/ies noted upon other  deficiencylies | Officer/s
receipt of the notice/letter. noted. and
alternate)
Submit the deficiency noted
within the specified
duration. .
l \4
Bring the necessary Interview  applicant | (Name/ One D
documents and the original and check/s/ | Position of hour
copies for validation and validate/s the | Action interview
panel interview. submitted documents | Officer/s per
and applicant
. , alternate)
Get for the result of the Send Notice of | (Name/ Within one
interview through Denial/Disapproval Position of (1) working
fax/email/mail. indicating the | Action day after
deficiencylies or | Officer/s the
reason/s for those | and interview
who did not passed | alternate,
or Notice of Approval | Regional
indicating the | Director or
procedure of | Designated
payment through | Approving
fax/email/mail for | Officer)

those who passed
the interview and
complied with all the
requirements.

:
C
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction

Get the order of payment Issue order payment. | (Name/

upon receipt of Notice of Position of

Approval (thru email, fax, Action

mail). Officer and
alternate
and

Pay the required Receive payment and | Designated

accreditation to the issue OR. Cashier)

Cashier.

\ 4 \ 4

Get Official Receipt (OR) Issue OR. Designated

from the Designated Cashier

Cashier.

Bring the OR to the Action Stamp the due date | (Name/

Officer to be stamped with and time to release | Position of

the due date and time of the Certificate  of | Action

release. Accreditation. Officer and
alternate)

Present the OR and Notice Release the | (Name/

of Approval for the issuance Certificate of | Position of

of Certificate of Accreditation/ID  on | Action

Accreditation/ID on the the scheduled date | Officer and

scheduled date and time of and time of release. alternate)

release.

Upon receipt of the
certificate, sign at the back
of the certificate and

provide DOLE a photocopy.

Receive photocopy of
the signed certificate.

\ 4

End

End
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N. Accreditation of Co-Partner

Accreditation of Co-Partners

The accreditation of co-partners is governed by the provisions of COA Circular No.
2007-001 dated October 25, 2007 entitled A Revi sed guidelines
utilization, accounting and auditing of the funds released to Non-Governmental
Organi zations/ Peopl ebs O angl &COA Liectilar dNo. 94-003N G
dated December 13, 1994 entitted i Rul es and Regul ations in
Liquidation of Funds Transf.erred to I mpl e

For this purpose, accreditation is the acceptance by the DOLE of the NGO, PO,
Government Organization (GO) or Local Government Unit (LGU) to implement the
formerbés project after proper verificatio

Client/s/Applicant/s
1. Government Offices / Local Government Units
2. Wor kersé Organizations, namely, NGOs a

a. Workers in the informal economy engaged in small livelihood undertakings
such as farmers, fisherfolks, ambulant workers or peddlers, ambulant service
providers, vendors, tricycle or pedicab drivers and operators, among others

b. Disadvantaged/unemployed workers, especially the specific groups of
workers that include the youth (15 7 30 years old), women, physically and
occupationally-disabled persons, indigenous people, parents of child
laborers, urban poor

c. Workers in the formal economy, particularly the minimum/low wage earners
seeking to augment their income

d. Returning Overseas Filipino Workers (OFWs) and OFW Circle members

e. Workers affected by economic restructuring and natural calamities/disasters

Requirements

1. Duly accomplished Application Form for Accreditation

2. Application Letter addressed to DOLE Regional Director

3. Certificate of registration with the Securities and Exchange Commission (SEC),
and/or either the Cooperative Development Authority (CDA) or the Department of
Labor and Employment (DOLE)

4. Authenticated copy of the latest Articles of Incorporation, or the Articles of
Cooperation, showing the original incor
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certificate for incumbent officers, together with the Certificate of Filing with the
SEC/Certificate of Approval by the CDA

5. Financial reports, audited by an independent Certified Public Accountant, for the
past three (3) years preceding the date of project implementation.

For NGO/PO which has been in operation for less than three (3) years, report of
accomplishment or any equivalent proof certified by its President and Secretary
that it had previously implemented similar projects shall be required, in addition to
financial reports for the years it has been in operation

6. Disclosure by the NGO/PO of other related business, if any, and extent of
ownership therein

7. Work and Financial Plan, and Sources and Details of Proponents Equity
Participation in the Project

8. List and/or photographs of similar projects previously completed by the NGO/PO, if
any, indicating the source of funds for their implementation

9. Sworn affidavit of the Secretary of the NGO/PO that none of its incorporators,
organizers, directors or officials is an agent of or related by consanguinity or affinity
up to the fourth civil degree to the DOLE officials.

Accreditation Fee

None

Validity Period of Accreditation

Indefinite

Where to apply

Field Office

Total Process Cycle Time

Ten (10) Working Days

Pager8
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Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer |Transaction
Start Start
1. Get application form (DOLE Provide DOLE ACP | (Name/
ACP Application Form) and Application Form and | Position of
the list of requirements from the list of | Action
the Action Officer and fill-up requirements. Officer and
the form from the Action alternate)
Officer.
\ 4
2. Submit  the filled up Check the | (Name/
application form with the completeness of the | Position of
documentary requirements. form and | Action
documentary Officer and
requirements. alternate)
A 4
a. For . If application | (Name/
and/ or | Position of
requirements are | Action
not complete | Officer and
documents: alternate)
Return the

application form and
documents to the
client indicating the
lacking requirement/s

and explain, as may

be necessary.

Application is
deemed not filed.
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Get the claim stub b. For complete
indicating the date and time documents:
of release of Accreditation
certificate. Issue claim  stub
indicating the date
and time of release of
Accreditation
certificate.
Conduct ocular site | (Name/ Not later
inspection within 3 | Position of than (NLT)
working days upon | Action than 3
receipt of application. | Officer/Eval day upon
uator and receipt of
alternate) complete
documents
Verify documents NLT than
submitted. 5" day
upon
receipt of
complete
documents
A\ 4
Present the claim stub to Release the | (Name/ Ten (10)
the Action Officer on the Accreditation Position of working
scheduled date and claim Certificate on the | Action days upon
Accreditation Certificate. scheduled date. Officer and receipt of
alternate) complete
documents

|
©®

l
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
Cf} C
If the claimant of the Ten (10)
requested service is other working
than the one filing the day upon
application, submit the submission
letter  of  authorization of complete
together with photocopy of documents
their IDs (Filer/Applicant
and Authorized
Representative i to present
original ~ for  verification
purposes).
v
A\ 4
Receive a copy of the Provide copy of the | (Name/
business  proposal/project business Position of
proposal format and the list proposal/project Action
of requirements. proposal format and | Officer and
the list of | alternate)

requirements

Prepare the ACP the Advise to prepare
project proposal or and submit  the
business plan and submit to project proposal or
the DOLE-FO business plan
A\ 4 A\ 4
End End

Page81



DOLE CiTizENGCHARTER

O. Application for Livelihood Project
Assistance

Livelihood Project Assistance

Access to |livelihood fund assistance thru
an accreditation of co-partners, to wit: Non-Gover nment al Organi
Organizations (NGOs/POs), Government Organizations (GOs) or Local Government
Units (LGUs).

Fund release to these accredited co-partners is likewise governed by the provisions of
COA Circular No. 2007-001 dated October 25, 2007 entitted A Revi sed gui de
granting, utilization, accounting and auditing of the funds released to Non-
Government al Organi zati ons/ Pe o pahde@# Ci@ulag a 1
No. 94-013 dated December 13, 1994 entitted " Rul es and Regul atii
Utilization and Liquidation of Funds Tr an

The funds granted to these NGOs/POs/GOs/LGUs shall retain their character as public
funds.

Client/s/Applicant/s

1. Government Offices / Local Government Units
2. Workersé Organizations, namel vy, NGOs an

a. Workers in the informal economy engaged in small livelihood undertakings
such as farmers, fisherfolks, ambulant workers or peddlers, ambulant service
providers, vendors, tricycle or pedicab drivers and operators, among others

b. Disadvantaged/unemployed workers, especially the specific groups of workers
that include the youth (15 7 30 years old), women, physically and
occupationally-disabled persons, indigenous people, parents of child laborers,
urban poor

c. Workers in the formal economy, particularly the minimum/low wage earners
seeking to augment their income

d. Returning Overseas Filipino Workers (OFWs) and OFW Circle members

e. Workers affected by economic restructuring and natural calamities/disaster

Requirements

1. Certificate of Accreditation by the DOLE Regional Office (RO)
2. Application Letter addressed to DOLE RO Director
Pages2



DOLE CiTizENGCHARTER

3. Complete project proposal approved/signed by its officers which shall include the
objectives, target beneficiaries, feasibility studies, risk assessment, designs, plans,

blueprints, charts, etc. and
4. Resolution by organization

5. Certification of displacement, if necessary

Application Fee
None
Validity Period of Proposal

Indefinite

Where to apply

Regional Office/Field Office (FO)

Total Process Cycle Time

Ten (10) Working Days upon receipt of complete documents and interview/ site

inspection.
Basic Steps
Steps Activity Action Duration of
Applicant/Client | DOLE Officer  [Transaction
Start Start
1. Get the list of requirements Provide  Application | (Name/
for Application for for Livelihood Project | Position of
Livelihood Project Assistance and the | Action
Assistance and the pro- pro-forma project | Officer and
forma project proposal/business alternate)
proposal/business plan plan.

format from the Action

Officer.
v

®

:
®
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Steps Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
2. Submit the project Check the | (Name/ Not later
proposal/business plan with completeness of the | Position of than (NLT)
the documentary proposal and | Action than 3
requirements. documentary Officer and day upon
requirements. alternate) receipt  of
complete
documents
Evaluate the viability | (Name/ Not later
of the project | Position of than (NLTz
proposal and rate. Evaluator than 7'
and day upon
Interview the ACP/s/ | Regional receipt of
proponent/s, as may | Project complete
be necessary. Manageme documents
nt Team
Recommend for | (PMT)/Reg
approval/disapproval. | gional
Coordinatin
g Council
(RCC) as
may be
applicable
Approve/Disapprove | Regional
the project proposal | Director
and the grant of
livelihood project
assistance.

®
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Activity Action Duration of
Applicant/Client | DOLE Officer  |Transaction
?
Receive Notice of Approval If approved and | (Name/ Not later
and a copy of proposed viable, release the | Position of than Ten
MOA with schedule the Notice of Approval | Action (10)
MOA signing or Notice of and proposed MOA | Officer and working
Disapproval thru fax, email or if not approved | alternate) days upon
or mail. and not viable, receipt of
release a Notice of complete
Disapproval citing the documents
reasons and and
deficiencyl/ies noted interview/
not later than ten (10) site
working days upon inspection.
receipt of complete
documents and
interview/site
inspection.
Include/line up the
approved proposal in
the priority list for
funding.
The release of funds
to ACP/Proponent is
not included in the
ten (20) day
processing time
because funds/grants
for POs are subject to
funds availability and
pre-audit of COA.
v
End End
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VI. Our CitizensFeedback System

We intend to serve you better. Please tell us how we have served you by doing any of
the following:

7

H Get and fill up our simple Citizens Feedback System Form available at the
desks of Public Assistance and Complaint Unit (PACU) and Action Officers
and at the entrances/exits of our building. Please drop the filled up form in our
designated box.

Q¢

Send us your feedback through email (webmaster@dole.gov.ph) or fill up the
email form at our website (www.dole.gov.ph).

D/

Text us through our SMS and send to 2910.

(O}

Call us at (632) 5278000 Call Center or 527-3000 local 610 (Public Assistance
and Complaints Unit)

0 . ,
Mail us at Office of the Secretary, Department of Labor and Employment, 7"

Floor, DOLE Building, Muralla St., Intramuros, Manila 1002.
Be assured that we will act promptly on your complaints, comments and suggestions.

We do appreciate your cooperation in helping us continuously improve the delivery of
our services to you.

Kindly give us your name, address, email address, and contact details so we could
give you feedback.

Pages6


mailto:webmaster@dole.gov.ph

DOLE CiTizENGCHARTER

VII. Our Citizen Redressd Grievance Mechanisn

Should there be any complaint/s/grievance/s about the requested services, please
follow the simple steps:

1. Write or email us or fill up the feedback or complaint form. Please indicate the

following:

a. Your complete name and signature

b. Your complete address and contact numbers

c. Date and time of incidence

d. The specific grievance, acts or omissions committed/being complained about

where our of ficial/ employee has violat
or Service Standards as indicated in this Charter

e. Whether you request for a preliminary investigation or suggest
corrections/improvements.

2. File complaint through the following means:

a. Drop in the designated feedback/complaint box.

b. Submit to PACU or Division Head of the person being complained of

c. Submit to the Human Resource Development Service (HRDS), 5" Floor, DOLE
Bldg., Intramuros, Manila

3. Attend the preliminary hearing immediately if filed through PACU, Division Head or
HRDS or receive a notice of hearing on a scheduled date if fi | ed t hr oug
feedback/complaint box or email.

Both parties will be given a chance to explain their side either through verbal or
written explanation within 24 hours upon receipt of complaint.

4. Receive a notice or letter indicating the actions taken by DOLE on your grievances,

correcting or acts or omissions committed, or improving the delivery of our services to
the citizens thru email, fax or mail.

Pages7



ﬁ DOLE CiTizENGCHARTER

Our Expectationsfrom the Citizens

To serve you better, we expect you to show due courtesy, comply with the
requirements and follow procedures. We also expect you to refrain from dealing with
fixers and/or give/offer gifts in exchange for service requested. Please report to us any
incidence of unethical behavior from our service frontliners.

We also encourage you to tell us about the quality of our frontline service through
appropriate feedback. We would appreciate your honest comments, be they positive
or negative comments.
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@
Annex A0
Our Contact Numbersand Location Maps.
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Annex 0BO
CitizensFeedback Form
O

_———— |
___Front Page D

Republic of the Philippines
DEPARTMENT OF LABOR AND EMPLOYMENT
‘ Intramuros, Manila

Citizens Feedback Sysem

We intend to serve you better.

Please tell us how we have served you.
Layunin po naming paglingkuran kayo ng maayos na serbisyo, sabihin po
ninyo sa amin kung paano pa namin kayo mapaglilingkuran ng lubos

Please check appropriate box. Thank you.
Paki-tsek. Salamat po.

ZOI(); RN

g e

|:| Nasiyahan ako. |:| Hindi ako nasiyaha

Please drop the filled up form in

our designated box.
Pakihulog po itong form sa aming kahon
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DOLE Citizen Feedback ROGS 01

Person/Office Visit@dngalan/Opisina ng nagbigay ng serbisyo:

Service Request&arbisyong Hiningi

Received your request?

GotNakuha na
Nakuha na po ang hinihinging serbig Will geKukunin pa lang

Please check Yes or No
Pakichek po kung Oo o Hindi

Q)
0o

No
Hindi

1. PromptlyservedMasikaso po ba kayo agad

2. CourteouslgervedMagalang po ba?

3. Got services you requestetim& Nakuha po
ba ang serbisyong hinihingi sa itinakdang o

Shauld you have complaints, comments or suggestions on how we coulc
you better, please write and provide us your contact details so that we ¢
you feedbackPakisulat po kung may reklamo, komento o mungkahi. Pa
ang inyong pangalan, dinad telepono para matawagan namin kayo.

Your Namdyong Pangalal

AddressTirahan:

Contact NosTelepono/Cellphon
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Annex oCo
DOLE 6 CO or RO Personnel Chart.

(Org Chart with personnel picture, positions title)
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About the Logo

The DOLE& Citizen& Charter logo indicates in simple and plain terms the
strong and committed partnership of the DOLE and its public in cutting
bureaucratic red tape in its service delivery. The handshake in the logo
emphasizes that commitment and partnership which is the key to addressing
bureaucratic red tape.
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