
AGENCY PROFILE

I. Mandate
Rosario Maclang Bautista General Hospital is a level II hospital with a 107-
bed capacity it is also the 3rd local government hospital in Quezon City that 
will serve the under-privileged populace in the second district. It is 
strategically located at IBP Road Batasan Hills, District II, Quezon City.

The hospital was initiated through a tripartite effort of Congress, the 
Department of Health, and the Quezon City Government which was signed on 
December 19, 2016. Ordinance no. Sp. 2426 s.2015 was approved 
establishing a Level I General Hospital to be located at IBP Road Barangay 
Batasan Hills, Quezon City, which shall be known as Rosario Maclang 
Bautista General Hospital. 

Last October 2021 the Hospital was accredited as a Level II Hospital by the 
Department of Health adding services like Intensive Care Unit (ICU), 
Neonatal Intensive Care Unit (NICU), High Risk Pregnancy Unit (HRPU), 
Respiratory Unit, and Departmentalized Services.

II. Vision
The RMBGH will be the center of healthcare excellence through a modern 
hospital facility in the Local Government Hospital of Quezon City by the year 
2030.

III. Mission
Provide excellent healthcare services to the constituents of Quezon City 
through competent, compassionate, and committed healthcare providers and 
staff with access to a modern healthcare facility.

IV. Service Pledge
The Rosario Maclang Bautista General Hospital pledges and commit to 
deliver high-quality service. Serve with integrity and treat everyone equally. 
Serve our clients promptly, efficiently,  and with utmost courtesy and help in 
building a responsive health care system. All these we pledge, because our 
clients deserve no less.
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LIST OF SERVICES

Ancillary and Medical Allied Division
Dental Section 5
Dental Service 6

Health Information Management Department 8
Birth Certificate 9
Death Certificate 10
Request for Medical Records 11

ER- Admitting Section (Health Information Management Department) 13
Patient Admission from Emergency Department 14

OPD- Admitting Section (Health Information Management Department) 16
Patient Admission from Out-Patient Department 17

Medical Social Service Department 18
Request for Medical Social Assistance for ER- Patient 19
Request for Medical Social Assistance for In-Patient 20
Request for Medical Social Assistance for Out-Patient 21
PhilHealth Point of Service

Nutrition and Dietetics Department 23
OPD Nutrition Consult 24

Pathology Department 25
Laboratory Service (Out-Patient Services) 26
Release of Cadaver 28

Pharmacy Department 29
Pharmacy Services 30

Radiology Department 37
CT-Scan Procedures 38
Ultrasound Procedures 40
X-Ray Procedures of Admitted Patients 42

Respiratory Therapy Department 44
Respiratory Therapy Department Services 45

Medical Service Division
Emergency Department 47
Emergency Room Consultations 48

Heart Station 52
Heart Station Services 53

Obstetrics and Gynecology Department 55
Ultrasound Services 56

Out-Patient Department 58
Out-Patient Consultations 59

Operating Room Complex 61
Elective and Emergency Procedures 62

Pediatrics Department 64



4

Expanded New Born Screening 65

Newborn Hearing Screen 67

Nursing Services Division
General Nursing Department 69
Discharge of In-Patient 70

Infection Prevention and Control 72
RT-PCR Swabbing Process (Out-Patient) 73

Hospital Operation and Patient System Service Division
Cash Operation Section 75
Collection of Payment (Admitted Patients in Services) 76
Collection of Payment (Out-Patient and ER-Patients) 77

Billing and Claim Department 78
PhilHealth Benefit 79
Processing and Release of Final Bill of In-Patient 79
Availment of PhilHealth Benefits at the OPD Ambulatory Surgery 81

Feedback and Complaints Mechanism 82

List of Offices 83
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Ancillary and Medical Allied Division
Dental Section
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DENTAL SERVICES
The hospital Dental department specializes and covers the following procedures Extraction, 
Restoration, Prophylaxis and Gum treatment, Prophylaxis with Fluoride and Oral Examination.

Office or Division: Dental Unit
Classification: Simple
Type of 
Transaction:

G2C – Government to Citizen

Who may avail: All OPD Patients who needs Oral care.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For New Patients: any valid government issued 
ID for issuance of Hospital card (1 original copy)

Any Government Agency

For Old Patients: Any valid government issued ID 
(1 original copy) Hospital Card (1 original copy)

Any Government Agency

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Proceed to OPD 
Triage and 
accomplish Covid-19 
TB Screening Tool 
FDorm

1.1 Registration of 
Patients’ Data

None 10 Minutes Nurse of duty/
Nursing aide
Out Patient 
Department

1.2 Interview the patient 
for the needed Oral Care 
and perform vital signs

2. Proceed to 
patients waiting area

2. Outpatient Record 
received by Dental Aide, 
will call the patient for 
his/her consultation or 
treatment turn

None 5 minutes

*Depends on 
the number of 

patients on 
queue

Dental Aide
Dental Section

3. Proceed to the 
Dental Clinic

3. Assess/ Evaluate 
patient medical history 
and vital signs and 
complete oral dental 
record of patient and 
formulate treatment 

None 10 minutes Dentist
Dental Section

3.1 Patient for dental 
service procedure, 
explain the procedure 
and ask to sign a consent 
form

4. Submit self for the 
Dental Procedure

4. Explain to patient 
about the operation 
process and procedure 
while preparing the 
patient before operation

None 5 minutes Dentist
Dental Section

5. Submit self for 
Dental procedure

5. Perform Dental 
operation procedure 

None 30 minutes

*Depends on 
the patient’s 

case.

Dentist
Dental Section

6. Submit self for 
dental procedure

6. Home instructions 
given after operation

None 5 minutes Dentist
Dental Section
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7. Wait for issuance 
of dental charge slip

7. Issue the charge slips 
to the patient

None 3 minutes Dental Aide
Dental Section

8. Pay or settle bill at 
Cashier

8. Receive payment and 
issue Official receipt to 
the patient

 Please 
refer to 
pricelist 

table 
below

5 minutes Collecting officer 
Cashier 

Operation 
Section

Note: City Ordinance No. SP 2349 S-2014 / SP 2891, S-2019 /SP 3226, S-2023 for Prices and other fees.
9. Goes back to the 
dental clinic and 
submit official receipt 
to the dental aide.

9. Present official receipt 
to dental aide and return 
hospital card and issued 
medical prescription if 
any.

None 3 minutes Dental aide/ 
Dentist

Dental Section

TOTAL:

Please 
refer to 
pricelist 

table 
below

1 Hour and 16 
Minutes

Dental Services Price List:                                                                                                                     
1. Tooth Extraction:

a. Simple (per tooth) PHP 150.00                                  
b. Complicated (per tooth) PHP 200.00
c. Additional Dental Anesthesia Carpule PHP 50.00

2. Tooth Restoration:
a. Temporary Filling PHP 75.00
b. Permanent Filling PHP 175.00                                   

3. Oral Prophylaxis:
a. Mild to Moderate PHP 125.00
b. Severe PHP 200.00

4. Oral Prophylaxis with Fluoride Treatment PHP 200.00
5. Oral Examination PHP 40.00
6. Odentectomy

a. Simple PHP 1,000 with 
PhilHealth

b. Complicated PHP 1,500 with 
PhilHealth

7. Multiple Extraction with Suturing with Alveoplasty PHP 500.00 with 
PhilHealth 

8. Periodontal Treatment:
a. Mild to Moderate PHP 

250.00/Quadrant
b. Severe PHP 

350.00/Quadrant
9. Pit and Fissure Sealant PHP 300.00
10.Dental X-Ray – Periapical PHP 200.00
11. Splint/Mouth Guard PHP 750.00
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Ancillary and Medical Allied Division
Health Information Management Department
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BIRTH CERTIFICATE 
This service is to record and provide official document of all live births.

Office or Division: Health Information Management Unit
Classification: Simple 
Type of Transaction: G2C – Government to Citizen
Who may avail: All Newborn Babies delivered at RMBGH to include all admitted non-

institutional deliveries.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Any Valid Government Issued ID of Parents or 
Authorized Representative (1 original copy)

Any Government Agency

If Authorized Representative present letter of 
Authorization (1 copy)

Parents

Marriage contract or Affidavit to use Surname 
of the Father (AUSF) if not married (1 
photocopy)

Philippine Statistics Authority

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Fill out the 
Preliminary Birth 
Certificate Form.

1.1 Check for the 
correctness of 
information.

None

5 Minutes

Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

1.2 Validate the 
documents required. None

Note: Documents required are the following:
a. Marriage certificate for legitimate birth.
b. Two (2) valid government issued ID’s for both parents of illegitimate birth.
c. Birth Certificate of both minor parents, if without any valid government issued ID’s.
d. Residence Certificate for a separated mother reflecting maiden name.

***Other documents deemed necessary.
2. Submit required 
documents for 
processing of Birth 
Certificate to the 
Medical Records 
Office.

2. Receive required 
documents submitted 
for processing of Birth 
Certificate

None 10 Minutes

Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

2.1 Transfer 
Information to the 
official Birth Certificate 
Form.

3. Check and 
approve the 
correctness of the 
entries in the Birth 
Certificate Form.

3. Print 4 copies of the 
official Birth Certificate 
Form. None 10 Minutes

Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

4. Sign and submit 
the printed official 
Birth Certificate 
Forms to the Medical 
Records

4. Receive and register 
to the Civil Registry

None 5 Minutes

Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

Notes: 
1. Registration process may take one (1) month for the City Civil Registry to issue the registered 

Birth Certificate.
2. Notarization of birth certificate is required to all illegitimate births.
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3. Proceed to Step 5 to receive the registered birth certificate.
5. Get Order of 
Payment from the 
Medical Records 
Office and proceed to 
Cashier for payment.

5. Issue Order of 
Payment and direct 
parent or authorized 
representative to the 
Cashier

PHP 50.00 5 Minutes
Collecting Officer 
Cash Operation 

Section

Note: City Ordinance No. SP-3226, S-2023 for charges and other fees.
6. Present the Official 
Receipt of payment to 
the Medical Records 
Office.

6. Release official Birth 
Certificate and log the 
official receipt number 
in the Birth Certificate 
Releasing Logbook.

None 5 Minutes

Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

TOTAL: PHP 50.00 40 Minutes

DEATH CERTIFICATE
This service is to provide documents necessary for any claims needed by the family of the 
deceased patients.
Office or Division: Health Information Management Unit
Classification: Simple 
Type of Transaction: G2C – Government to Citizen
Who may avail: Authorized Representative of Deceased Patient

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Any Valid Government Issued ID of Authorized 
Representative (1 original copy)

Any Government Agency

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Proceed to Medical 
Records Office to check 
the correctness of the 
filled-out death certificate 
form.
 Municipal Form 103 

Certificate of death
 Municipal Form 103A 

Certificate of Fetal 
death

1.1 Receives 
validated 
Preliminary Death 
Certificate.

None 5 Minutes Medical Records 
Personnel
Hospital 

Information and 
Management 
Department1.2 Transfer the 

data from the 
Preliminary Death 
Certificate to the 
official Death 
Certificate Form.

2. Signs and submits the 
4-copies of the official 
death certificates.

2.1 Check all the 4-
copies of the death 
certificates for the 
signatures of the 
informant.

None 2 minutes Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

2.2 Prepare order of 
payment for the 
death certificate fee.

Note: City Ordinance No. SP-3226, S-2023 for charges and other fees.
3. Proceed to the Cashier 
Office for payment of 
death certificate.

3. Validation of 
Official receipt

None 1 Minute Medical Records 
Personnel
Hospital 

Information and 
Management 
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Department
4. Present the Official 
Receipt of payment to the 
Medical Records Office.

4. Release 3 copies 
of official Death 
Certificates to the 
informant.

None 1 minute Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

5. Sign the death 
certificate logbook upon 
receipt of the death 
certificates.

5. File a copy of the 
official Death 
Certificate for 
records keeping.

None 1 Minute Medical Records 
Personnel
Hospital 

Information and 
Management 
Department

TOTAL: None 10 minutes

REQUEST FOR MEDICAL RECORDS
  Patients with request for Medical Records (Medical Abstract, Medical Certificate, OR Record, 

Certificate of Confinement and other related Medical Records.)
Office or Division: Health Information Management Unit
Classification: Simple 
Type of Transaction: G2C – Government to Citizen

Who may avail: All RMBGH Patient
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Any Valid Government issued ID for 
issuance (1 original copy)

Any Government Agency

Hospital Card (1 original copy)

CLIENT STEPS AGENCY 
ACTIONS

FEES TO 
BE PAID

PROCESSIN
G TIME

PERSON 
RESPONSIBLE

1. Proceed to Medical 
Records receiving 
area and fill up the 
Medical Record 
request form

1.1 Provide request 
form to the 
patient/relative

None 3 Minutes Medical Records 
Personnel

Hospital Information 
and Management 

Department1.2 Gives 
instruction and 
prepares medical 
information
1.3 Check and 
verify the 
correctness of data 
and request

2. Wait for the 
issuance of Charge 
Slip

2. Issue Charge 
Slip to the patient.

None 3 Minutes Nursing Aide
Nursing Service 

Division 
Note: City Ordinance No. SP-3226, S-2023 for charges and other fees.
3. Pay or settle bill at 
the Cashier

3. Receives 
payment and issue 
official receipt to 
the patient

Please refer 
to the 

pricelist 
below

5 Minutes Collecting Officer on 
duty

Cashier Unit

4. Goes back to the 
Medical Records 
receiving area and 
submit Official Receipt 
to the Medical Record 

4 Informs the 
patient as to the 
date of release of 
Official Result of 
requested medical 

None 1 Minute Medical Records 
Staff

Medical Records 
Office
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Staff records

TOTAL:

Please refer 
to the 

pricelist 
below

12 minutes

REQUEST FOR MEDICAL RECORDS PRICELIST:
 Certificate of Confinement PHP 50.00
 Medical Certificate PHP 30.00
 Clinical Abstract PHP 50.00
 Discharge Summary PHP 50.00
 CTC Laboratory/Radiology Reports PHP 50.00
 Medico-Legal Certificate PHP 50.00
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Ancillary and Medical Allied Division
Health Information Management Department

Emergency Room Admitting Section
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PATIENT ADMISSION FROM EMERGENCY ROOM
Patients for Admission and Confinement from Emergency Room

Office or Division: Admitting Unit

Classification: Simple 

Type of Transaction: G2C – Government to Citizen

Who may avail: All RMBGH Patient

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Any Valid Government issued ID (1 photo copy)
Hospital Card (1 original copy)
PhilHealth I.D/ Members Data Record (MDR)
(1 photo copy)
Admitting Order (1 copy)

Any Government Agency

PhilHealth Office

Emergency Room

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Proceed to ER 
Admitting Section and 
present the Hospital 
Card, or any Valid 
Government ID and 
Admitting Order and fill 
out the Patient Data 
Sheet

*In case of Minor, the 
Guardian will fill out the 
Patient data Sheet

1. Validate 
completeness and 
correctness of Patient 
Information thru the 
Government Issued I.D 
and verifies Doctors 
Order with duly signed 
attending physician.

 For old patient: 
Validate Hospital 
Card

 For new patient: 
Encode patient’s 
data at HIS and 
assign Hospital 
Number

None 5 Minutes Admitting Staff
ER Admitting 

Section

2. Sign the Consent 
Form for admission

 

2.1 Secure signature of 
the patient/relative

None 2 Minutes Nurse 
Emergency Room 

Department
2.2 Verifies and double 
checks the Consent 
Form

Admitting Staff
ER Admitting 

Section

2.3 Inform patient of 
hospital rules and 
regulations, patients’ 
rights and obligation 
during confinement

3. Proceed to 
PhilHealth Section for 
Membership 
verification

3.1 For PhilHealth 
member: Interview and 
assess the PhilHealth 
Membership status of 
the patient

None 5 Minutes PhilHealth Staff
Billing and Claims 

Department

3.2 For Non- 
PhilHealth member: 
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Instruct the relative of 
the patient to proceed 
to Social Service for 
PhilHealth enrollment 
and assessment

4. Wait for admission 
to ward

5. Designate 
Room/Bed assignment 
and transfer the patient 
to ward

None 15 Minutes Admitting Staff
ER Admitting 

Section 
or

Nursing Aide
Nursing Service 

Division
TOTAL: None 27 Minutes
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Ancillary and Medical Allied Division
Health Information Management

Out-Patient Department Admitting Section
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OUT-PATIENT ADMITTING REGISTRATION
Steps for requesting of Hospital card (for outside Request procedure/examination from other Hospital 
only.)
Office or Division: Outpatient Admitting Unit

Classification: Simple 

Type of Transaction: G2C – Government to Citizen

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

- Any Valid Government issued ID for 
issuance of Hospital Card

- Request procedure/examination form from 
other Hospital

Any Government Agency

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Proceed to the 
Outpatient 
Admitting section 
and present the 
request form signed 
by the Doctor and a 
valid ID.

1. Accept and
Verify the procedure/
examination request 
form and a valid ID

None 2 Minutes
OPD Admitting 

Staff
OPD Admitting 

Unit
1.1 Encode patient’s 
data to IHOMIS and 
assign Hospital 
Number.

2. Patient will receive 
charge slip and 
proceed to the cashier 
section for payment

2. Issue charge slip 
and instruct to proceed 
to the cashier section 
for payment.

None 3 Minutes OPD Admitting 
Staff

OPD Admitting 
Unit

3. Will return to the 
OPD Admitting Unit 
submit Official Receipt 
to the OPD Admitting 
Staff

3. Verify Official receipt 
and release the 
Hospital Card.

None 1 Minute OPD Admitting 
Staff

OPD Admitting 
Unit

TOTAL: None 6 Minutes
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Ancillary and Medical Allied Division
Medical Social Service Department
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REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR ER-PATIENTS
For Indigent ER- Patients needing medical and financial assistance.

Office or Division: Medical Social Service Unit
Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: ER-Patient needing financial and medical assistance 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Order of Payment (1 copy) Cost Centers

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSIN
G TIME

PERSON 
RESPONSIBLE

1. Relative proceeds 
to Medical Social 
Service Department 
for interview and 
assessment

1.1 Receives copy of 
Request Slip for Ancillary 
procedures and/or Order of 
Payment.

None 10 Minutes Social Welfare 
Officer

Medical Social 
Service 

Department1.2 Assess and classify the 
patient based on their 
financial status

2. Wait for the 
issuance of Certificate 
of Medical Assistance 
with the discounted 
order of payment

2.1 Issue Certificate of 
Medical Assistance duly 
signed by the Social 
Worker

None 10 Minutes Social Welfare 
Officer

Medical Social 
Service 

Department2.2 Instruct the patient or 
relative to proceed to the 
cashier for settlement of bill

TOTAL: None 20 Minutes

REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR INPATIENTS
For Indigent In-Patients needing medical and financial assistance.

Office or Division: Medical Social Service Unit
Classification: Simple
Type of Transaction: G2C - Government to Citizen

Who may avail: For indigent In- patient needing financial and medical assistance 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Any Valid Government issued ID or Barangay 
Clearance (1 original copy) Any Government Agency

Statement of Account (3 copies) Billing and PhilHealth Department

Barangay Indigency (1 original copy) Barangay Hall

Medical Social Service Card (1 original copy) Medical Social Service

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.Relative proceeds to 
Medical Social Service 
Department for interview 
and assessment

1.1 Receives copy of 
Statement of Account

None
15 Minutes

Social Welfare 
Officer

Medical Social 
Service 

Department
1.2 Assess and classify 
the patient based on 



20

their financial status

2. Submit the required 
documents needed for 
the medical/financial 
assistance.

2. Verify authenticity of 
submitted documents.

None 5 Minutes Social Welfare 
Officer

Medical Social 
Service 

Department

3.Wait for the issuance of 
Certificate of Medical 
Assistance with the 
discounted charge slip

3.1 Issue Certificate of 
Medical Assistance duly 
signed by the Social 
Worker None 5 Minutes

Social Welfare 
Officer

Medical Social 
Service 

Department3.2 Instruct the patient 
or relative to proceed to 
the cashier for 
settlement of Bill

4. Proceed to Medical 
Social Service for 
provision of Medical 
Social Service Card
(for new patient)

4. Issue Medical Social 
Service Card 
(for new patient)

None 5 Minutes Social Welfare 
Officer

Medical Social 
Service 

Department
TOTAL: None 30 Minutes

REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR OUT-PATIENTS
Indigent Patients needing medical assistance
Office or Division: Medical Social Service Department
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Out-Patient needing medical assistance 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Any Valid Government issued ID and Photo copy of the 
I.D or Barangay Clearance (1 original copy) Any Government Agency
Request Slip for Ancillary procedures
(1 original copy)

Ancillary Departments

Order of Payment 
(1 original copy) Cost- Centers
Barangay Indigency Original 
(1 original copy)

Barangay Hall

Medical Social Service Card (1 original copy) 
*For old patient

Medical Social Service

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Patient proceeds to 
Medical Social Service 
Department for interview 
and assessment

1.1 Receives copy of 
Request Slip for Ancillary 
procedures and/or order of 
payment 

None 10 Minutes

Social Welfare 
Officer

Medical Social 
Service 

Department

1.2 Orientation of 
requirements and releasing 
of MSS Assistance slip with 
remarks of patient 
requirements status

2. Submit the required 
documents needed for 
the medical/financial 
assistance

2.1 Verify authenticity of 
submitted documents

Social Welfare 
Officer

2.2 Conduct interview and 
accomplish assessment 
tool form
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None 15 Minutes Medical Social 
Service 

Department
2.3 Classify the patient 
based on their Socio-
economic status
2.4 Issuance of Medical 
Social Service Card

3. Proceed to the 
Cashier to settle bill

3. Instruct the patient or 
relative to proceed to 
billing for settlement of 
Statement of Account

Depends on 
the patient’s 
classificatio

n 

5 Minutes Social Welfare 
Officer

Medical Social 
Service 

Department
4. patients with MSS 
card, Proceed to Social 
Service 

4.1 Grant MSS Discount 
to the patient’s Order of 
Payment

None 3 minutes Social Welfare 
Officer

Medical Social 
Service 

Department
4.2 Log the patient to 
Returned Patient Log 
book for monitoring

None Social Welfare 
Officer

Medical Social 
Service 

Department
TOTAL: Depends 

on the 
patient’s 

classificati
on

35 minutes

REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR 
PHILHEALTH POINT OF SERVICE (POS)
PhilHealth Point of Service is a program to cover all Filipinos under the National Health 
Insurance Program specifically the unregistered and inactive registered members that are 
financially incapable. Health Care Institutions are directed to enroll their patients to register 
within 72 hours upon admission or within their admission period.

Office or Division: Medical Social Service Unit
Classification: Simple 
Type of 
Transaction:

G2C - Government to Citizen

Who may avail: For indigent In- patient needing to be enrolled to Point of Service

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Any Valid Government issued ID (1 copy) Any Government Agency

PSA issued Birth Certificate (1 photocopy) Philippine Statistics Authority

Marriage Contract (1 photocopy) Philippine Statistics Authority

Barangay Indigency Original Copy Barangay Hall

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Upon admission 
of the patient; 
relative or 
companion 
proceeds to the 
Medical Social 

1.1 Conduct interview 
and accomplish 
assessment tool form

None 15 Minutes Social Welfare 
Officer

Medical Social 
Service 

Department1.2 Classify the patient 
based on their Socio-
economic status 
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Service Department 
for interview and 
assessment of 
socio-economic 
status of the patient.

1.3 Orientation of 
requirements that need to 
comply for enrolment to 
Point of Service

Note: The following documents are required:
1. One (1) valid government issued ID of the patient. (Photocopy)
2. PSA issued Birth Certificate of the patient. (Photocopy)
3. If married, Marriage Certificate is required. (Photocopy)

2. Submit required 
documents for 
registration to Point 
of Service within 72 
hours upon 
admission.

2.1. Assess and verify 
the authenticity of 
requirements.

Point of Service 
Sponsored PhilHealth 

None 15 Minutes

Social Welfare 
Officer

Medical Social 
Service 

Department

2.2. Receives and 
encodes information of 
the patient correctly to

2.3. Releasing of 
Assistance slip for 
patient’s and other 
department reference.

Note:
1. Release of Point of Service (POS) certification may vary within three (3) to five (5) days.
2. Failure to comply the required documents within 72 hours upon admission may not be 

able to register to Point of Service.
TOTAL: None 20 Minutes
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Ancillary and Medical Allied Division
Nutrition and Dietetics Department
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OPD NUTRITION COUNSELLING

The Department of Nutrition and Dietetics caters to all ambulatory patients needing 
nutritional consultation referred from the different medical departments. 

Office or Division: Nutrition and Dietetics Department (Dietary)
Classification: Simple
Type of 
Transaction:

G2C – Government to Citizen

Who may avail: Non-Emergent Care Patients

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request Form Attending Physician

Hospital Card Admitting Unit

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Proceed to the 
designated waiting 
area. 

1.1 Receives the patients’ 
chart from the Outpatient 
department.

None 10 Minute
Nurse/Nurse 

Associate
Out Patient 
Department

1.2 Advise the patient to 
proceed to the designated 
Nutrition Clinic for 
consultation

2. Present referral 
form for Nutrition 
counselling.

2. Verifies the data. 
Assess the nutritional 
needs of the patient. None 15 Minute

Clinical and/or 
Therapeutic 

Dietitian
Nutrition and 

Dietitian 
Department

3. Receives Dietary 
consultation.

3.1The clinical Dietitian 
attends to the patient for 
consultation. Performs 
Nutritional Assessment 
based on medical 
diagnosis, interviews, and 
patient’s food 
intake/preference.

None 60 Minutes

Clinical and/or 
Therapeutic 

Dietitian
Nutrition and 

Dietitian 
Department

3.2 Computes for patient’s 
body mass index (BMI), 
determines Nutritional 
status, and calculates 
recommended energy 
intake.

3.3 Explain diet and 
provide a handout.

TOTAL: None 1 Hour & 25 
Minutes



25

Ancillary and Medical Allied Division
Pathology Department
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LABORATORY SERVICE (OUT-PATIENT SERVICES) 

Laboratory services pertains to diagnostic analysis of blood, urine, feces, other body fluids, 
cells and tissues ordered by a physician. 

Office or 
Division:

Pathology Unit 

Classification: Simple
Type of 
Transaction:

G2C – Government to Citizen

Who may avail: For all OPD Patients who wants to avail laboratory services 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Hospital Card (1 original copy) OPD Triage 
Laboratory Request (1 original copy) OPD Clinics and Emergency Room

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1. Proceed to 
Laboratory 
Receiving Area 
and present 
request form

1. Receives request 
from patient

None 5 Minutes Lab Clerk/Aide/
Medical 

Technologist
Pathology 

Department
2. Submit self for 
the procedure

2.1 Explanation of 
procedure

None 10 Minutes Medical 
Technologist

Pathology 
Department

2.2 Blood Extraction
2.3 Specimen Collection

3. Wait for the 
issuance of 
Charge Slip

3. Issue Charge Slip to 
the patient

None 5 Minutes Lab Clerk/Aide/
Medical 

technologist
Pathology Unit

4. Proceed to the 
Cashier to settle 
bill

4. Receive payment and 
issue Official Receipt

Please refer to the 
price list below

10 Minutes Collecting 
Officer

Cash Operation 
Section 

5. Goes back to 
the Pathology and 
present Official 
Receipt to the 
Pathology Clerk

5. Encode the Official 
Receipt

None 2 Minutes Lab Lab 
Clerk/Aide/

Medical 
Technologist

Pathology 
Department

6. Wait for the 
release of Official 
Result.

6. Processing of 
Specimen

None 4 Hours 
Variable 

(depending on 
the laboratory 

test/s 
requested

Medical 
Technologist

Pathology 
Department

6.1 Logging and 
encoding of result/s

10 Minutes Medical 
Technologist

Pathology 
Department

6.2 Verification and 
signing of Official 
Result/s

10 Minutes

7. Receives 
Official Result/s

7. Release Official 
Result/s

None 5 Minutes Lab Lab 
Clerk/Aide/
Pathology 

Department 


