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MANDATE

The National Center for Mental Health is classified as Special Research Training
Center and Hospital under the Department of Health since January 30, 1987. As
the leading mental health care facility, the center provides a comprehensive range
of preventive, promotive, curative and rehabilitative mental health services. It has
an authorized bed capacity of four thousand two hundred.

As stated in Republic Act 11036 or also known as Mental Health Act of 2018, the
National Center for Mental Health, being the premiere training and research center
under the Department of Health, shall expand its capacity for research and
development of interventions on mental and neurological services in the country.

VISION

NCMH envisions to be a globally - accepted mental health center.

MISSION

NCMH commits to provide responsive and comprehensive mental health services.

SERVICE PLEDGE

We, the officials and employees of the National Center for Mental Health
pledge and commit to deliver quality mental health services to the public.
Specially, we will:

Serve with integrity;

Be prompt and timely;

Display procedures, fees, and charges;

Provide adequate and accurate information;

Be consistent in applying rules;

Provide feedback mechanism;

Be polite and courteous;

Demonstrate sensitivity, appropriate behavior and professionalism;

Wear proper uniform and identification; and,

Be available during office hours.




V. LIST OF EXTERNAL SERVICES

Psychiatric Services

Psychiatric Emergency Care and Management

Admission to Psychiatric Ward

Adult Psychiatric Consultation (Face-to-Face)

Adult Psychiatric Consultation (On-Line)

Child and Adolescent Psychiatric Consultation (Face-to-Face)
Women and Children Protection Unit Consultation (Face-to-Face)
Women and Children Protection Unit Consultation (On-Line)
Consultation at the Forensic Psychiatry Section

Medical and Surgical Services

Screening and Consultation at Triage Area

Rapid Management of Emergency Cases
Admission at Pavilion 7 Medical Surgical Cases
Consultation of Presumptive TB Cases for In-Patient
Discharge

Medical Ancillary Services

Clinical Laboratory Examinations for In-Patient
Clinical Laboratory Examinations for Out-Patient
COVID-19 RT-PCR Testing

X-Ray and Ultrasound Services

Computed Tomography Scan (CT Scan)

Drug Testing

Neuropsychiatric Assessment and Psychological Testing
Psychological Assessment for Out-Patient
Physical Therapy for In-Patient

Physical Therapy for Out-Patient

Occupational Therapy Services

Dental Consultation and Management
Requisition and Issuance of Drugs and Medicines
Hemodialysis Treatment




Hospital Support Services

Malasakit Center Medical Assistance

Patient Social Classification

Requisition of Philhealth Benefits Eligibility
Payment for All Hospital Transactions

Billing Process

Requisition and Issuance of Medical Records
Personal Grooming Services

Feedback and Complaints Mechanism

LIST OF INTERNAL SERVICES

Requisition and Issuance of Supplies

Dispensing of Medical Supplies

Corrective Maintenance Works

Application of Leave of Absence

Spiritual Care Services

RFID Application

Receiving of Deliveries

Issuance of Gate Pass

Procurement of Goods, Infrastructure, and Consulting Services




PSYCHIATRIC EMERGENCY CARE AND MANAGEMENT

The Emergency room caters all patients seeking urgent care. The services offered are available from
Monday to Sunday, 24 hours.

OFFICE Pavilion 2 Psychiatric Emergency Room

TYPE OF
TRANSACTION

G2C - Government to Citizen

CLASSIFICATION Simple

WHO MAY AVAIL All clients requiring urgent psychiatric care and management

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Sociological Data Sheet Pavilion 2 Psychiatric ER

Official Receipt (original) Collection and Deposit Unit

PWD / Senior Citizen ID (if applicable) Respective issuing government agencies

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Proceedto 1. Conduct initial None 10 minutes Medical Officer
Pavilion 2 assessment, vital Nurse-on-duty
Psychiatric signs taking, and NA-on-duty
Emergency Room. triaging; provide (Pavilion 2 ER)

rapid treatment and

intervention if
necessary.

. Accomplish . Encode data and 10 minutes Nurse-on-duty

Sociological Data issue Patient Chart. NA-on-duty
Sheet. (Pavilion 2 ER)

Undergoes .1. Conduct history 3 hours 30 Medical Officer
medical taking, applicable minutes Nurse-on-duty
intervention and examination and (Pavilion 2 ER)
management and provide appropriate
subject to required management
diagnostic 3.2 If with medical or Medical Officer
procedures. surgical condition, Nurse-on-duty
refer patients to (Pavilion 2 ER)
attending surgery,
medical, OB-Gyne,
pedia, and EENT
doctor for co-
management. ) _
3.3 If the patient needs Medical Officer
stat laboratory as '\ig;\sﬁoﬂr‘zggy
baseline for their
medical evaluation,
refer accordingly
3.4 Evaluate results and Medical Officer

prepare disposition Nurse-on-duty
(Pavilion 2 ER)




PSYCHIATRIC EMERGENCY CARE AND MANAGEMENT

FEES TO
CLIENT STEPS AGENCY ACTION BE PAID

if for admission:
please see
Procedure for
Admission

If for discharge:
issue charge slip

PROCESSING
TIME

PERSON
RESPONSIBLE

Proceed to the
Collection and
Deposit Unit and
provide amount to
be paid.

If applicable,
present PWD /
Senior Citizen ID
for discount.

4.1 Receive and
process the
payment

4.2 Issue Official
Receipt

ER Fee
PHP 300.00

User's Fee
PHP 100.00

3 minutes

Collecting Officer
(Collection and Deposit
Unit)

Return to the
Emergency Room
and present
Official Receipt.

END OF TRANSACTION

. Conduct health
education and
provide e-
konsulatasyon slip
for online
consultation guide
for follow-up check-
up, prescription and
referral slip if
applicable

TOTAL

Php 400.00

7 minutes

Nurse-on-duty
(Pavilion 2 ER)




ADMISSION TO PSYCHIATRIC WARD

Admission of patient is done at the Emergency Room where they are given urgent care. The Service is
available Monday to Sunday, 24 hours.

OFFICE Pavilion 2 Emergency Room

. TYPE OF iy
CLASSIFICATION Simple TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All Psychiatric clients requiring admission

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Admitting Order / Admission Slip Admitting physician (ER/OPS)

Valid government issued ID (1 original) Respective issuing government agencies

Official Receipt (For pay patients) Collection and Deposit Unit

FEES TO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE

1. Secure Physician 1. Issue Admitting None 2 minutes Physician-in-
Admitting Order Order. charge
Sheet from Pavilion (Pavilion 2 ER)
2E.R

CLIENT STEPS ‘ AGENCY ACTION

2. Proceed to . Verify client’s record 2 minutes Philhealth
Philhealth unit for if they are eligible for Personnel
verification of Philhealth (Philhealth Unit)
record. enrollment and

provide PMRF and

CIF.

3. Proceed to the .1 Conduct interview 22 minutes Medical Social
Medical Social and classify patients Worker
Service Office for accordingly. (Medical Social Service
classification. .2 For non-Philhealth Section)

member, facilitate

enrollment to

Philhealth.

4. For pay patient, .1 Provide information 5 minutes Billing Personnel
proceed to the and explain hospital (Billing and Claims
Billing Unit. guidelines for Unit)

admission.

Issue Charge Slip.

5. Proceed to . Receive payment Refer to 3 minutes Collecting Officer
Collection and and issue Official Hospital (Collection and Deposit
Deposit Unit and Receipt. Rates for Unit)
pay required Admission
amount.

6. Proceed to HIMS . Conduct orientation | None 5 minutes HIMS Personnel
for the signing of and facilitate signing (HImMS)
contract and other of necessary
necessary documents.
documents.




ADMISSION TO PSYCHIATRIC WARD

CLIENT STEPS

7. Return to Pavilion

2ER.

AGENCY ACTION

7. Assist patient to
ACIS or Pavilion 7

END OF TRANSACTION | TOTAL

|

Private

FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
None 5 minutes Nurse-on-duty
NA-on-duty
(Pavilion 2 ER)

Refer to
hospital 44 Minutes
rates below

HOSPITAL RATES FOR ADMISSION DEPOSIT

TYPE OF ROOM

| AMOUNT
24,000

Semi Private

19,000

Ward

16,000




ADULT PSYCHIATRIC CONSULTATION
(FACE-TO-FACE)

The Out-Patient Section caters all clients seeking non-emergent cases. The services offered are
available Monday to Friday from 8:00 AM — 3:00 PM for on-line consultation and 8:00 AM to 4:00 PM for
face-to-face consultation.

OFFICE

CLASSIFICATION

WHO MAY AVAIL

OPS Adult Section

TYPE OF

Simple

TRANSACTION G2C - Government to Citizen

All clients requiring non-emergency psychiatric care and management

CHECKLIST OF REQUIREMENTS

Sociological Data Sheet

WHERE TO SECURE

Health Information Management Section (HIMS)

Valid ID (1 original)

Respective issuing agencies

1. Proceed to Health
Information
Management
Section (HIMS)
window 3

New Client:
Accomplish
Sociological Data
Sheet

Old Client:
Present valid ID

PWD / Senior Citizen ID (if applicable)

CLIENT STEPS AGENCY ACTION

New Client:
1.1 Verify client’'s name
1.2 Encode Sociological
Data Sheet.
1.3 Take client picture

Old Client:

1.1 Verify client’'s name
and schedule.

1.2 Retrieve patient
chart / ER form

Respective issuing agencies

FEES TO
BE PAID

None

PROCESSING
TIME

25 minutes

PERSON
RESPONSIBLE

HIMS Personnel
(HIMS)

. Proceed to OPS
Adult Section.
Wait for your
name to be called
then subject self
for initial
assessment.

Conduct initial
assessment
Conduct
Consultation and
provide intervention
and management
Issue prescription,
schedule of follow-
up and referral if
applicable.

2.4 Prepare Medical
Certificate / Abstract
(if applicable)

Refer to HIMS
Procedure for
Requisition and
Issuance of Medical
Records

30 minutes

Nurse-on-duty
Physician-on-duty
(OPS Adult Section)




ADULT PSYCHIATRIC CONSULTATION
(FACE-TO-FACE)

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

For clients who will
purchase medicine/
avail the Malasakit
Medical Assistance,
refer to Pharmacy
Section Procedure
for Requisition and
Issuance of Drugs
and Medicine.

3. For clients with .1 Take vital signs 5 minutes Nurse-on-duty
monthly injection, .2 Administer injection (OPS Adult Section)
proceed to .3 Observe for any
injection area. untoward reaction

END OF TRANSACTION
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ADULT PSYCHIATRIC CONSULTATION
(ON-LINE)

The Out-Patient Section caters all clients seeking non-emergent cases. The services offered are
available Monday to Friday from 8:00 AM — 3:00 PM for On-line consultation and 8:00 AM to 4:00 PM for
face-to-face consultation.

OFFICE OPS Adult Section

TYPE OF .
TRANSACTION G2C - Government to Citizen

CLASSIFICATION Simple

WHO MAY AVAIL All clients requiring non-emergency psychiatric care and management

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Valid ID (scanned copy) Respective issuing agencies

CLIENT STEPS ‘ AGENCY ACTION

FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Searchin the 1.1 Receive data 20 minutes OPS Admin
browser 1.2 Verify and forward Personnel
bit.ly/ncmhkonsult the information to (OPS Adult Section)
a and fill out the the Health
booking form, Information
informed consent, Management
basic information, Section (HIMS)
medical and
psychosocial
history, and
upload your valid
I.D.

. Wait for the . Send confirmation 5 minutes OPS Admin
confirmation via e- and other details for Personnel
mail and/or text the free online (OPS Adult Section)
message session via doxy.me

. On the day of e- .1 Conduct initial 30 minutes Attending
consultation, interview, history Physician /
follow the taking and mental Resident
instruction given status examination. (OPS Adult Section)
to log in to .2 Provide e-
doxy.me and prescription (if
submit to initial necessary) and
interview reference slip

END OF TRANSACTION TOTAL 55 Minutes
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CHILD AND ADOLESCENT PSYCHIATRIC
CONSULTATION (FACE-TO-FACE)

The Child and Adolescent Out-Patient Unit cater all clients 18 years old and below seeking non-
emergent cases. The services offered are available Monday to Friday from 8:00 AM — 4:00 PM.

OFFICE Child and Adolescent Unit

TYPE OF
TRANSACTION

All clients 18 years old and below requiring non-emergent care and
management

CHECKLIST OF REQUIREMENTS

OPD Card (for old client)
Sociological Data Sheet (for new client)

CLASSIFICATION

G2C - Government to Citizen

Simple

WHO MAY AVAIL

WHERE TO SECURE

Health Information Management Section (HIMS)

Health Information Management Section (HIMS)

Referral Slip (if applicable) Respective issuing institution / agency

FEES TO | PROCESSING
BE PAID TIME
None 5 minutes

PERSON
RESPONSIBLE
Nurse-on-duty

CLIENT STEPS ‘ AGENCY ACTION

1. Callthe OPS 1.1 Verify the

Child and
Adolescent Unit at
+63 (02) 8531
9001 Loc. 293 for
the schedule of
consultation.

1.2

13

information given.
Conduct initial
assessment.
Provide schedule of
consultation.

Physician-on-duty
(OPS Child and
Adolescent)

. On the day of
schedule, proceed
to the Health
Information
Management
Section (HIMS)
window 3

New Client:
Present referral
slip (if applicable)
and accomplish
Sociological Data
Sheet.

Old Client:
present OPD card

2.1
2.2

2.3

2.1

2.2

New Client:

Verify client’'s name
Encode Sociological
Data Sheet.

Photo Capturing

Old Client:

Verify client's name
and schedule.
Retrieve patient
chart

25 minutes

HIMS Personnel
(HIMS)

Proceed to OPS
Child and
Adolescent and
wait for your
name to be called
for the initial
assessment.

Conduct initial
assessment
Conduct
Consultation and
provide intervention
and management
Issue prescription,
schedule of follow-
up and referral (if
applicable)

30 minutes

Nurse-on-duty
Physician-on-duty
(OPS Child and
Adolescent)
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CHILD AND ADOLESCENT PSYCHIATRIC
CONSULTATION (FACE-TO-FACE)

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

3.4 Prepare Medical
Certificate/
Abstract (if
applicable)

Refer to HIMS
Procedure for
Requisition and
Issuance of Medical
Records

Note: Medical
Certificate / Abstract is
only applicable to clients
with at least three (3)
check-ups and one (1)
Psychological test.

For clients who will
purchase medicine/
avail the Malasakit
Medical Assistance,
refer to Pharmacy
Section Procedure for
Requisition and
Issuance of Drugs and
Medicine.

END OF TRANSACTION TOTAL
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WOMEN AND CHILDREN PROTECTION UNIT (WCPU)
CONSULTATION (FACE-TO-FACE)

The Women and Children Protection Unit aims to:
1. Prevent violence against women and children from ever occurring
2. Intervene early to identify and support women and children who are at risk of violence
3. Respond to violence by holding perpetrators accountable, ensure connected services are
available for women and their children
The service offered is available from Monday to Friday, 8:00 AM to 5:00 PM

OFFICE

CLASSIFICATION

WHO MAY AVAIL

Women and Children Protection Unit

TYPE OF
TRANSACTION

Simple

G2C - Government to Citizen

Women and Children under RA 9262, RA 7610, RA 7877, RA 8353, RA 8505,
RA 9208, and RA 11313 Safe Spaces Act

CHECKLIST OF REQUIREMENTS

Referral Letter (original copy)

WHERE TO SECURE

Attending Physician

Referring agency (PNP, CSWD, LGU/Barangay),

Social Case Study Report

CSWD

Court Order / Subpoena (if applicable)

Trial Court

Police Report / blotter

Philippine National Police

Barangay blotter

Barangay

Schedule Slip

WCPU

Reference Slip

CLIENT STEPS ‘ AGENCY ACTION

. Proceed to WCPU
triage for COVID-19
screening

1.1 Check temperature
1.2 Accomplish History
and symptoms

checkilist

WCPU

FEES TO
BE PAID

PROCESSING
TIME

5 minutes

PERSON
RESPONSIBLE

WCPU Triage
Officer of the Day
Resident-in-
Charge
(WCPU)

. Once cleared,
present applicable
documents and
sign Informed
Consent

2.1 Verify presented
documents

2.2 Provide Informed
Consent Form

2.3 Conduct initial
assessment and
classification

25 minutes

WCPU Triage
Officer of the Day
Resident-in-
Charge

Chief WCPU
(WCPU)

Secure schedule
slip for psychiatric
evaluation and
psychological test

Refer to
Psychological
Assessment for
Out-Patient
Procedure.

3.1 Issue schedule slip
for psychiatric
evaluation

5 minutes

Midwife /

Administrative Aide
(WCPU)
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m FEES TO
AGENCY ACTION BE PAID

4.1 Check temperature
4.2 Accomplish History

4.

WOMEN AND CHILDREN PROTECTION UNIT (WCPU)
CONSULTATION (FACE-TO-FACE)

On the day of
consultation or
psychological test,
proceed to WCPU
triage for COVID-19
screening and
present schedule
slip

and symptoms
checkilist

4.3 Verify schedule and

provide queuing
number

None

PROCESSING
TIME

5 minutes

PERSON
RESPONSIBLE

WCPU Triage
Officer of the Day
Resident-in-
Charge
Chief WCPU

Midwife / Admin.
Aide
(WCPU)

. Wait for the number

to be called and
submit self for
evaluation and
management

Conduct interview,
history taking,
mental status
examination,
physical and
neurological
examination and
disposition.
Provide prescription
(if necessary) and
reference slip

1 hour 30
minutes

Resident-in-
Charge

Chief WCPU
(WCPU)

. Secure schedule

slip for follow-up
consultation

Provide follow-up
instruction and
reference slip

END OF TRANSACTION
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WOMEN AND CHILDREN PROTECTION UNIT (WCPU)
CONSULTATION (ON-LINE)

PERSON

CLIENT STEPS

1. Secure schedule
for E-Consultation
thru:

a. Phone (63
85319001
loc. 295)
Email
(wcpu@ncmh
.gov.ph)

AGENCY ACTION

1. Provide schedule

FEES TO | PROCESSING
BE PAID TIME

None

1 minute

RESPONSIBLE
Midwife / Admin.
Aide
(WCPU)

2. Search in the
browser
(bit.ly/wcpudata)
and answer
NCMH WCPU
Patient
Sociological Data

5 minutes

Client

. Wait for the
confirmation via e-
mail

. Send confirmation

and other details for
the free online
session via zoom

2 minutes

Resident-in-
Charge
(WCPU)

. On the day of e-
consultation,
follow the
instruction given
to log in the Zoom
and submit to
initial interview

END OF TRANSACTION

Conduct initial
interview, history
taking, mental
status examination,
physical and
neurological
examination and
disposition.
Provide e-
prescription (if
necessary) and
reference slip

TOTAL
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CONSULTATION AT
PSYCHIATRY

THE FORENSIC
SECTION

Forensic out-patient consultation is available from Monday to Friday, 8:00 AM to 5:00 PM.

OFFICE

TYPE OF
TRANSACTION

CLASSIFICATION Simple

WHO MAY AVAIL

CHECKLIST OF REQUIREMENTS
Court Order (2 copies)

Forensic Psychiatry Section

G2C - Government to Citizen

Clients 19 years old and above with court case/s

WHERE TO SECURE

Trial Court

Case Information (2 copies)

Philippine National Police

Referral letter (if applicable)

CLIENT STEPS AGENCY ACTION

1.1 Check Court Order
1.2 Check if client has
symptoms of Covid-
19

Provide schedule
date for consultation

1. Secure schedule
thru
a. Phone (63 02
85319001 loc.
320) or
E-mail
ncmhforensic

@gmail.com

1.3

Referring agency (CSWD, Barangay, PNP, etc.)
and/or attending physician

FEES TO | PROCESSING
BE PAID TIME

None 5 minutes

PERSON
RESPONSIBLE
Resident-in-
Charge;
Consultant/s
(Pavilion 4)

2. On the day of
consultation,

2.1 Check temperature
2.2 Accomplish history

5 minutes Physician-in-

Charge

proceed to Triage
area for Covid-19
screening.

and symptoms
checklist

Nurse-on-Duty
(Triage Area)

Proceed to the

Health Information

Management
Section (HIMS)

Secure patient
record/chart.

Call Forensic
Psychiatry Section
to get the patient
record.

30 minutes

HIMS Personnel
(HIMS)

Proceed to
Pavilion 4, wait to
be called, and
submit self for
evaluation and/or

Conduct interview,
history taking,
mental status exam,
physical and
neurological exam

Resident-in-
Charge

Consultant
(Pavilion 4)

management 4.2 Provide prescription
(if necessary)
Schedule for
psychological exam
(if necessary)
Provide follow-up

instruction and slip.

4.3

4.4

END OF TRANSACTION TOTAL 1 Hour 40 Minutes
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SCREENING AND CONSULTATION AT THE
TRIAGE AREA

The Triage Area is tasked to screen NCMH employees to determine case history in relation with Covid-
19. The Triage is open 24/7

OFFICE Covid-19 Triage Area

TYPE OF G2G - Government to Government

G2C - Government to Citizen

TRANSACTION

CLASSIFICATION Simple

WHO MAY AVAIL All NCMH employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Health Declaration Form COVID Triage Area

Laboratory Result: CBC with PC Clinical Laboratory Section

Chest X-Ray Result Radiology Section

RT-PCR Test Result COVID Triage Area

CIF RITM website

CF2 Philhealth Unit

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Proceed to the 1.1 Temperature Check | None 2 minutes Nurse-on-duty;
COVID-19 Triage | 1.2 Accomplish COVID- Midwife
Area. 19 screening form. (Triage Area)

. Submit self for 2.1 Conduct Initial 20 minutes Nurse-on-duty
history taking. history taking. Medical Officer/
2.2 Conduct a thorough Triage Officer
history taking. (Triage Area)
Issue laboratory and
chest x-ray request
form (if necessary)

Proceed to . Refer to Clinical 10 minutes Medical Technician
Laboratory Section Laboratory (Clinical Laboratory
and submit the Procedure of Result will be Section)
laboratory request Examination for Out- released after an
form and Patients and NCMH hour
accomplished CIF Employees
and CF2.

Proceed to . Refer to X-Ray and 30 minutes Radiologic
Radiology Section Ultrasound Technologist
and submit the Procedure Result will be (Radiology Section)

radiology request released after 2
form. working days

. Return to the . Interpret the 5 minutes Medical Officer
Triage Area and laboratory result for (Triage Area)
submit the proper management
laboratory and x- and treatment if
ray result. needed.

END OF TRANSACTION TOTAL 2 Days 2 Hours 7 Minutes
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RAPID MANAGEMENT OF EMERGENCY CASES

The Pavilion 7 Emergency Room caters all patients seeking urgent care. The services offered are
available from Monday to Sunday, 24 hours.

OFFICE Pavilion 7 E.R

TYPE OF G2C - Government to Citizen
RN Nesl [0\ G2G — Government to Government

CLASSIFICATION Simple

WHO MAY AVAIL All clients requiring urgent care and management

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Sociological Data Sheet Pavilion 7 Emergency Room

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Proceedto 1. Conduct initial None 5 minutes Physician
Pavilion 7 assessment, vital Nurse-on-duty
Emergency Room signs taking, and NA-on-duty

triaging; provide (Pavilion 2 ER)

rapid treatment and
intervention if
necessary.

Undergo medical / | 2.1 Conduct history 15 minutes Medical Officer

surgical taking, applicable Nurse-on-duty

intervention and examination and (Pavilion 7 ER)
management and provide appropriate
subject to required management and
diagnostic referral to other
procedures. services

2.2 Evaluate COVID-19
diagnostic tests.

2.3 Provide diagnosis
for proper
disposition

. If for Admission: . Transfer patient to 5 minutes Nurse-on-duty

Admit to the the designated ward NA-on-duty
designated ward and facilitate proper (Pavilion 7 ER)
endorsement

See Procedure for
Admission

END OF TRANSACTION TOTAL None 25 Minutes
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ADMISSION AT PAVILION 7

MEDICAL AND SURGICAL CASES

Emergency Room is open from Monday to Sunday for 24 hours for Psychiatric Patients with Medical

Conditions.
OFFICE

CLASSIFICATION

WHO MAY AVAIL

Pavilion 7

Simple

TYPE OF
TRANSACTION

CHECKLIST OF REQUIREMENTS

Admitting Order Sheet

CLIENT STEPS

1. Proceedto
Pavilion 7
Emergency Room

1.

1.

1.

1

AGENCY ACTION

1 Evaluate Covid-19
laboratory results
2 Conduct interview

and patient history
3 Classify patient
accordingly

4 Facilitate enrollment

to Philhealth

G2C - Government to Citizen

FEES TO
BE PAID

None

All clients with medical and surgical problems requiring admission.

WHERE TO SECURE

Admitting physician (Pavilion 7 ER)

PROCESSING
TIME

20 minutes

PERSON
RESPONSIBLE

Physician

Social Worker

Philhealth

Personnel
(Pavilion 7 MS Ward)

. Sign patient’s ID
and other
necessary
documents

2.

Accomplish Patient’s
ID and conduct
orientation policies
on hospital set-up

15 minutes

Nurse-on-duty
NA-on-duty
(Pavilion 7 MS Ward)

. Admit to the
designated ward

END OF TRANSACTION

. Transfer patient to

the designated
ward and facilitate
proper endorsement

TOTAL

None
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CONSULTATION OF PRESUMPTIVE TB CASE
FOR IN-PATIENT

The TB DOTS Clinic ensures availability of quality-assured sputum microscopy and provides
uninterrupted supply of anti-TB drugs and supervised treatment. The service is available from Monday to
Friday, 8:00 AM to 5:00 PM.

OFFICE

CLASSIFICATION

WHO MAY AVAIL

Pavilion 7 TB DOTS Clinic

TYPE OF

Simple

All In-Patients

CHECKLIST OF REQUIREMENTS

Patient Chart

TRANSACTION

G2C - Government to Citizen

WHERE TO SECURE

Pavilion of origin

Chest X-ray Result

Radiology Section

Intra-Hospital Referral Form

Pavilion of origin

PROCESSING PERSON

1. Proceedto TB
DOTS Clinic and
submit patient’s
chart, chest x-ray
result and intra-
hospital referral
form.

1.1 Receive patient’s

chart, chest x-ray and

intra-hospital referral
form
1.2 Evaluate chest x-ray
1.3 Issue Gene xpert
request form

m FEES TO
AGENCY ACTION BE PAID

None

TIME
25 minutes

RESPONSIBLE
Nurse-on-duty
Physician
(TB DOTS Clinic)

. Collect sputum
specimen

2. Assist client in the
collection of sputum
specimen

10 minutes

NA-on-duty

. Submit sputum
specimen to TB
DOTS Clinic

Receive sputum
specimen for Gene

Xpert to be submitted

to the Laboratory
Section

If positive: Refer
back to TB DOTS
Clinic for trans out to
TB Pavilion

If negative: Refer
back to TB DOTS
Clinic for re-
evaluation

If TB positive with
Covid: start TB
medication at the

pavilion of origin then

for trans-out to TB
pavilion once
negative Covid-19
result as per TB
clinic clearance

5 minutes

Official Result
will be released
after one (1)
working day

Nurse-on-duty
(TB DOTS Clinic)
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CONSULTATION OF PRESUMPTIVE TB CASE
FOR IN-PATIENT

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

4. Receive treatment #.1 Order and issue TB None 5 minutes Physician
plan and TB Medication Nurse-on-duty
Medication 4.2 Endorse treatment (TB DOTS Clinic)

plan

END OF TRANSACTION TOTAL 1 Day 45 Minutes
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DISCHARGE

When a patient no longer needs to receive inpatient care and can go home or send to another type of
facility, he/she must undergo the Discharge Process.

OFFICE Pavilion 7

CLASSIFICATION Simple TYPE OF G2C - Government to Citizen

RN Nesl [0\ G2G — Government to Government

WHO MAY AVAIL All admitted patients in Pavilion 7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Discharge Clearance Nurse’s Station

Philhealth Forms Philhealth Unit / Nurse’s Station

Official Receipt (For pay patient) Collection and Deposit Unit

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Receive Notice of | 1.1 Document order of | None 20 minutes Attending
Discharge. discharge. Physician
1.2 Accomplish Nurse-on-duty
Philhealth Forms. (Pavilion 7)

1.3 Inform notice of
discharge and
provide list or
requirements

2. Submit all .1 Validate 20 minutes Nurse-on-duty
accomplished completeness of (Pavilion 7)
documents documents.

Provide discharge

clearance.

Proceed to .1 Verify patient Pharmacy
respective offices account. Personnel
for signing of .2 Once cleared, sign (Pharmacy Section)
clearance the discharge
clearance. Radiology
Personnel
(Radiology Section)

Laboratory
Personnel

(Laboratory Section)

CSR Personnel

Present discharge . Issue Final 5 minutes Billing Personnel
clearance. Statement of (Billing and Claims
Account Unit)
Present PWD /
Senior Citizen ID
if applicable
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DISCHARGE

FEES TO | PROCESSING
CLIENT STEPS AGENCY ACTION BE PAID TIME

5. Proceed to the

Collection and
Deposit Unit and
provide amount to
be paid.

5. Process the

payment and issue
Official Receipt.

Hospital bill
fees

3 minutes

PERSON
RESPONSIBLE

Collecting Officer
(Collection and Deposit
Unit)

Present Official
receipt and
Discharge
Clearance

END OF TRANSACTION

Verify Official
Receipt and
Discharge
Clearance.
Provide health
education,
prescription,
schedule of follow-
up and referral slip
if applicable

Assist patient
towards discharge.

TOTAL

Applicable
Hospital Bill
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CLINICAL LABORATORY EXAMINATIONS
FOR IN-PATIENT

The Clinical Laboratory is where clinical pathology tests are carried out on clinical specimens to obtain
information about the health of a patient to aid in diagnosis, treatment and prevention of disease.

OFFICE Clinical Laboratory Section

TYPE OF
TRANSACTION

CLASSIFICATION Complex

G2C - Government to Citizen

WHO MAY AVAIL All In-Patients

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Laboratory Request Form (1 copy) Requesting physician

Charge Slip Clinical Laboratory Section

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Proceed to the 1. Receive Clinical None 4 minutes Clinical Laboratory
Clinical Laboratory Laboratory Request Personnel
receiving window Form for verification. (Clinical Lab Section)
and submit patient’s
Clinical Laboratory For patient’s availing
Request form. endowment thru

Malasakit Center,

For non-blood issue charge slip and

specimen, submit return the verified

specimen. Clinical Laboratory

Request form to ward

personnel.

For non-blood
specimen, evaluate
specimen for
adequacy and fitness.

For routine requests
requiring blood
specimen, schedule
blood extraction
(morning pick-up)

. For patients 1.1. Assess for eligibility 40 minutes Malasakit Center
availing of endowment Front Desk
endowment thru Officers
Malasakit Center: (Refer to Malasakit Malasakit Center
Ward personnel Center Medical Social Worker
proceeds to Assistance (Malasakit Center)
Malasakit Center Procedure)
and present
patient’s Clinical
Laboratory
Request Form
and Charge Slip.
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CLINICAL LABORATORY EXAMINATIONS
FOR IN-PATIENT

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

2. Proceed to the 2. Verify the charge None 2 minutes Clinical Laboratory
Clinical Laboratory slip Personnel
receiving window (Clinical Lab Section)
and resubmit
Clinical Laboratory
Request form and
charge slip verified
by Malasakit
Center.

3. Wait for the arrival | 3. Proceed to the ward 20 minutes Clinical Laboratory
of Clinical to perform blood Personnel
Laboratory extraction (Clinical Lab Section)
Personnel to the
ward.

4. Patient submits to .1. Verify patient thru 13 minutes Clinical Laboratory
ward personnel for the ward personnel Personnel
blood extraction. for blood extraction

. Perform blood Ward Personnel

extraction while
being assisted by
the ward personnel

5. Wait for the result . Process specimen, Refer to 3 hours 45 Clinical Laboratory

generate and schedule of | minutes for Personnel

validate result fees below | General Clinical (Clinical Lab Section)

Laboratory

Examination

5 days 45
minutes for
Microbial Culture
and Sensitivity
Testing
6. Receive Official . Release Official 2 minutes Clinical Laboratory
Result Result to the Personnel
personnel at the ward (Clinical Lab Section)

5 hrs. 4 minutes for General
Refer to Examination
END OF TRANSACTION TOTAL schedule of
fees below | 5 days 2 hours 4 minutes for Microbial
Culture and Sensitivity Testing
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CLINICAL LABORATORY EXAMINATIONS
FOR OUT-PATIENT AND NCMH EMPLOYEES

The Clinical Laboratory is where clinical pathology tests are carried out on clinical specimens to obtain
information about the health of a patient to aid in diagnosis, treatment and prevention of disease.

OFFICE Clinical Laboratory Section

CLASSIEICATION TYPE OF G2C - Government to Citizen

Complex LNSINosleINll G28 — Government to Business

WHO MAY AVAIL All Out-Patient and NCMH Employees

CHECKLIST OF REQUIREMENTS
Clinical Laboratory Request Form (1 copy)

WHERE TO SECURE
Out Patient Section

Charge Slip Clinical Laboratory Section

Official Receipt Collection and Deposit Unit

Valid Government-Issued ID (1 original copy) Respective issuing government agencies

PWD or Senior Citizen ID (original copy) Respective issuing agencies

Authorization Letter (if applicable) Client

PERSON

FEES TO | PROCESSING
CLIENT STEPS AGENCY ACTION BE PAID TIME

1. Proceed to the
Clinical Laboratory
receiving window
and submit Clinical
Laboratory Request
Form

1.1 Receive Clinical
Laboratory Request
Form for verification.

1.2 Explain the
procedures and
fees.

1.3 Issue charge slip.

1.4 Return verified
Clinical Laboratory
Request Form for
clients availing
endowment thru
Malasakit Center.

None 4 minutes

RESPONSIBLE

Clinical Laboratory

Personnel
(Clinical Lab Section)

2. Proceed to the
Collection and
Deposit Unit and
provide amount to
be paid.

For Malasakit
Center client:
Proceed to
Malasakit Center
and present Clinical
Laboratory Request
Form and Charge
Slip.

Process the
payment and issue
Official Receipt.

Assess for
eligibility of
endowment (Refer
to Malasakit Center
Medical Assistance
Procedure)

Refer to 3 minutes
schedule of

fees below

40 minutes

Collecting Officer
(Collection and Deposit
Unit)

Malasakit Center
Front Desk
Officers
Malasakit Center

Social Worker
(Malasakit Center)
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CLINICAL LABORATORY EXAMINATIONS
FOR OUT-PATIENT AND NCMH EMPLOYEES

FEES TO
CLIENT STEPS AGENCY ACTION BE PAID

3. Return to the
Clinical Laboratory
receiving window
and present Official
Receipt/ Clinical
Laboratory Request
Form and Charge
Slip verified by
Malasakit Center

3. Verify the Official
Receipt and Charge
Slip

None

PROCESSING
TIME

2 minutes

PERSON
RESPONSIBLE

Clinical Laboratory

Personnel
(Clinical Lab Section)

4. For blood
examination,
proceed to the
blood extraction
room.

For non-blood
specimen, submit
specimen.

4. Perform blood
extraction or receive
specimen

10 minutes

Clinical Laboratory

Personnel
(Clinical Lab Section)

5. Wait for the result

5. Process specimen,
generate and
validate result

Three (3) hours
and 45 minutes
for General
Clinical
Laboratory
Examinations

Five (5) days for
Microbial Culture
and Sensitivity
Testing

Clinical Laboratory

Personnel
(Clinical Lab Section)

6. Present the Charge
Slip, Official
Receipt, ID, and
authorization letter
(if applicable) to
claim the Official
Result

END OF TRANSACTION

6.1 Verify charge slip (if
applicable), official
receipt and ID.

6.2 Release Official
Result

TOTAL

Refer to
schedule of
fees below
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Personnel
(Clinical Lab Section)
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LIST OF FEES FOR CLINICAL LABORATORY EXAMS

EXAMINATION FEE EXAMINATION EXAMINATION FEE

: CLINICAL MICROSCOPY
(SN \[e72\M o1 | SVISTURIE Valproic Reagent IPARASITOLOGY

Glucose 150 | LDH Urinalysis 100

BUN 160 | CSF Protein Fecalysis 100

Creatinine 150 | Urine Protein Pregnancy test 100

BUA 190 SEROL%&LQINN%BLOOD Fecal Occult 150
Blood typing
(slide/tube method)
Blood typing

(gel technique)
Alkaline Cross matching

Phosphatase 200 (slide/tube method)

Cross matching
ALT/SGPT 200 | (gel technique)

AST/SGOT 200 | Coombs test 800 | Blood CS

Cholesterol 170 300 MICROBIOLOGY

Triglyceride 220 300 | Gram’s stain

400 | AFB

800 | KOH

Total Bilirubin 250 | HBsAg screening 300 | Blood CS with ARD

Direct Bilirubin 270 | Anti-HBs 300 | Urine CS

Total Protein 180 | Anti- HAV 300 | Stool CS

Albumin 180 | Anti- HCV 300 | Wound CS

HDL 270 | HIV screening 320 | Throat swab

Syphilis test
(RPR/Anti- TP)
Salmonella 19G
IgM

Sodium 200 | Dengue NS1 860

LDL 360 150 | Rectal Swab

Phosphorous 200 450

Potassium 200 | Dengue IgG/igM 860

Lithium 300 HEMATOLOGY ‘

Chloride 200 | CBC 200

Calcium (Total) 200 | Peripheral Smear 200

Troponin | 450 | ESR 100

HbAlc 650 | CT 100

CK MB 310 | BT 100

Magnesium 240 | Malarial Smear 150

Carbamazepine 950 | Reticulocyte count 200
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COVID-19 RT-PCR TESTING

The Clinical Laboratory Section is where patient's nasopharyngeal and oropharyngeal swab samples
are collected, submitted to the Subnational Laboratory and other referral laboratories, and tested for
SARS-CoV-2. The service is available 7 days a week, 24 hours a day.

OFFICE Clinical Laboratory Section

TYPE OF .
TRANSACTION G2C - Government to Citizen

CLASSIFICATION Complex

WHO MAY AVAIL All In-Patients

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Case Investigation Form = Patient’'s Ward

PhilHealth Claim Form 2 . . —
Proof of Admission for Foreign Patients PhilHealth Unit, Patient's Ward
= Patient’s Ward

FEES TO | PROCESSING PERSON
1. Submit applicable [ 1. Verify requirements | None 10 minutes Clinical Laboratory
requirements to for completeness of Personnel
the Clinical data (Clinical Lab Section)
Laboratory

receiving window

. Wait for the arrival . Proceed to the ward 20 minutes Clinical Laboratory
of Clinical to perform swab Personnel
Laboratory sample collection (Clinical Lab Section)
Personnel to the from patient
ward

Submit self for 3.1 Verify patient for 10 minutes Clinical Laboratory
swab collection swabbing Personnel
3.2 Perform blood swab (Clinical Lab Section)
collection
The Ward Personnel Ward Personnel
assists the Clinical
Laboratory
Personnel in the
procedure at all
times
. Wait for the result .1 Prepare collected 10 minutes Clinical Laboratory
swab samples and Personnel
perform proper (Clinical Lab Section)
packaging
technique prior to
sending and testing
to the subnational
and other referral
laboratories
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FEES TO
CLIENT STEPS AGENCY ACTION BE PAID

4.2 Submit swabs

samples to
Subnational and
other referral
laboratories for
testing

None

COVID-19 RT-PCR TESTING

PROCESSING
TIME

PERSON
RESPONSIBLE
Clinical Laboratory

Personnel
(Clinical Lab Section

5. Receive official
result

END OF TRANSACTION

Release official
result to the ward
personnel

TOTAL
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submission and
receipt of
sample by the
Subnational
Laboratory and
referral
laboratories

for PCR Testing
PCR Testing

Clinical Laboratory
Personnel
(Clinical Lab Section

6 Days 4 Hours 50 Minutes




X-RAY AND ULTRASOUND SERVICES

The Radiology Section provides a comprehensive diagnostic imaging service to all Out-Patients. The
service is available from Monday to Friday, 8:00 AM — 5:00 PM (No Noon Break).

OFFICE Radiology Section

. TYPE OF iy
CLASSIFICATION Simple TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All Out-Patient

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Radiology Request Form (1 copy) Out Patient Section

Charge Slip Clinical Laboratory Section

Official Receipt Collection and Deposit Unit

Valid Government-Issued ID (1 original copy) Respective issuing government agencies

PWD or Senior Citizen ID (if applicable) Respective issuing agencies

Authorization Letter (if applicable) Client

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Proceed to the 1.1. Receive Radiology | None 2 minutes Radiologic
Radiology Section Request Form for Technologist /
and submit verification. Administrative Aide
Radiology Request | 1.2. Explain the (Radiology Section)
Form procedures and

fees.

1.3. Issue charge slip.

1.4. Return verified

Radiology Request
Form for clients
availing
endowment thru
Malasakit Center.

2. Proceed to the 2. Process the Refer to 3 minutes Collecting Officer
Collection and payment and issue | schedule of (Collection and Deposit
Deposit Unit and Official Receipt. fees below Unit)
provide amount to
be paid.

Assess for
For Malasakit eligibility of 40 minutes
Center client: endowment (Refer
Proceed to to Malasakit Center
Malasakit Center Medical Assistance
and present Procedure)
Radiology request
Form and Charge
Slip

Malasakit Center
Front Desk
Officers
Malasakit Center

Social Worker
(Malasakit Center)
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X-RAY AND ULTRASOUND SERVICES

CLIENT STEPS

3. Return to the
Radiology Section
and present Official
Receipt/ Radiology
Request Form and
Charge Slip verified
by Malasakit Center

AGENCY ACTION

3. Verify the Official
Receipt and Charge
Slip

FEES TO
BE PAID

None

PROCESSING
TIME
2 minutes

PERSON
RESPONSIBLE
Radiologic
Technologist /

Administrative Aide
(Radiology Section)

4. Proceed to the
radiographic /
ultrasound room.

4.1 Verify client’s
identity.

4.2 Execute the desired
procedure.

30 minutes

Radiologic
Technologist
(Radiology Section)

5. Receive result after
2 working days.

For In-Patient:
The receiving
medical personnel
writes his / her
name and signs in
the releasing
folder.

For Out-Patient
and Employee:
Prese