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MANDATE

Section 18, Article XllI of the 1987 Philippine Constitution determined that the
Commission on Human Rights shall have the following powers and functions:

(1)

(2)

Investigate, on its own or on complaint by any party, all forms of human
rights violations involving civil and political rights;

Adopt its operational guidelines and rules of procedure, and cite for
contempt for violations thereof in accordance with the Rules of
Court.

Provide appropriate legal measures for the protection of human rights of
all persons within the Philippines, as well as Filipinos residing abroad, and
provide for preventive measures and legal aid services to the under-
privileged whose human rights have been violated or need protection;

Exercise visitorial powers over jails, prisons, or detentions facilities;

Establish a continuing program of research, education, and information
to enhance respect for the primacy of human rights;

Recommend to the Congress effective measures to promote human
rights and to provide for compensation to victims of violations of human
rights, or their families;

Monitor the Philippine Government’s compliance with international treaty
obligations on human rights;

Grant immunity from prosecution to any person whose testimony or whose
possession of documents or other evidence is necessary or convenient to
determine the truth in any investigation conducted by it or under its
authority;

Request the assistance of any department, bureau, office, or agency in
the performance of its functions;

(10)  Appoint its officers and employees in accordance with law; and
(11) Perform such other duties and functions as may be provided by law.
VISION

A just and humane Philippine society of persons equal in opportunity, living a
life of dignity, and forever vigilant against abuses and oppression.



IV.

MISSION

As conscience of government and the people, we seek truth in human rights
issues. As beacon of truth, we make people aware of their rights, and guide
government and society towards actions that respect the rights of all,
particularly those who cannot defend themselves — the disadvantaged,
marginalized, and vulnerable.

SERVICE PLEDGE (Quality Policy)

We, the Commission on Human Rights, commit to deliver prompt, accessible,
responsive, and excellent public services for the protection and promotion of
human rights in accordance with our Constitutional mandates and universal
human rights standards, and continually improve our Quality Management
System to meet the requirements of our clients and stakeholders.
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CENTRAL/REGIONAL OFFICES
FRONTLINE SERVICES



DATA, STATISTICS, INFORMATION,
DOCUMENTS & REFERENCE MATERIALS

Our agency provides requested data, statistics, information documents and reference

materials from our CHR data bank to interested clients/organizations.

transaction:

Government

Office or Management Information Systems Division (MISD)
Division:

Classification: | Simple transaction

Type of G2C - Government to Citizen and G2G - Government to

Who may avail:

Individuals/Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished MISD ICT MISD Office
Request Form or
2. Official Request Letter endorsed
by concerned CHR Office
(Receiving Office)
CLIENT STEPS AGENCY .II.:gEBSE PROCESSING PERSON
ACTION PAID TIME RESPONSIBLE
1. Transmit 1. Endorse letter | None 10 Minutes Receiving
Request request to office; Office of
Letter MISD for the Executive
processing Director
2. Wait for the 2. Process the None 10 Minutes MISD IT Staff
request to be request
processed
3. Receive the | 3. Release the None 10 Minutes Endorsing
requested requested Office
data, data,
statistics, or statistics, or
information information
TOTAL: 30 Minutes
average




INFORMATION, EDUCATION &
CAMPAIGN (IEC) MATERIALS

Upon request, our agency shares our formulated programs, projects and activities on

human rights advocacy and campaign materials to interested clients.

Office or
Division:

Human Rights Education and Promotion Office (HREPO-
Central Office), Promotion and Policy Advisory Division
(Regional Offices)

Simple transaction

G2C - Government to Citizen and G2G - Government to
Government

Individuals/Organizations

Classification:
Type of
transaction:
Who may avail:

to the action
unit:

a. HREPO -
For Central
Office

b. Promotion
and Policy
Advisory
Division -- for
Regional
Offices

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished Request Form or | HREPO/ Promotion and Advocacy
2. Request Letter Division (RO)
FEES
AGENCY PROCESSING PERSON
SR LTI ACTION s TIME RESPONSIBLE
1. Register to | 1. Inquire onthe | None 10 Minutes Citizens’ Help
the Visitor's purpose of the and Action
Logbook visit (What Division
service does (CHAD)/Public
the client wish Assistance and
to avail?) Complaints
Desk (PACD)
Endorse client Officer




. Provide . Inquire with None | As necessary | Information
details on the the client for Officer or
requested the details of Designated
IEC requested IEC Officer,
materials Materials Regional

Officer/HREPO

. Receive the | 3. Provide 10 Minutes Information
IEC requested IEC Officer or
material/s materials/s if Designated

available Officer,
Regional
Officer/HREPO
TOTAL: 20 Minutes




INTERVIEWS

The Commission on Human Rights (CHR) recognizes the importance of letting the

public know what is our mandate, vision, mission and service pledge.

Interviews are granted on human rights issues to all forms and channels of media,

including traditional and social media channels.

transaction:

Government

Office or Strategic Communication Division (SCD) - Central Office;
Division: Promotion Division - Regional Offices

Classification: | Simple transaction

Type of G2C - Government to Citizen and G2G - Government to

Who may avail:

Individuals/Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request Letter SCD Office

2. Accomplished Referral Slip

3. Media Request Form

CLENTSTEPs | AGENCY | TEES | PROCESSING | PERSON

ACTION PAID TIME RESPONSIBLE

1. Register to 1. Inquire on the | None 10 Minutes CHAD/PACD
the Visitor’s purpose of the Officer
Logbook visit (What

service does
the client wish
to avail?)

2. Proceed to 2. Endorse client | None 10 Minutes CHAD/PACD
the to the action Officer
concerned unit
action unit

a. SCD for
Central
Office

b. Promotion
Division for
Regional
Offices

3. Provide 3. Inquire with None | As necessary | Information
details for the client for Officer or
the interview the details of Designated

interview Officer




. Wait for the . Check None | As necessary | Information
availability availability of Officer or
requested Designated
interviewee Officer
. Wait for the . Confirm None | As necessary | Information
confirmation schedule for Officer or
of schedule interview Designated
Officer
. Wait for . Prepare None | As necessary | Officer
information information / Information
data needed Officer or
for the Designated
interview Officer
. Conduct . Accommodate | None | As necessary | Information
Interview and record Officer or
interview Designated
Officer
TOTAL: 20 Minutes
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FOR CENTRAL OFFICE

ISSUANCE OF CLEARANCE

The Commission on Human Rights issues clearance only after thorough data check
and verification of records to military/police officers, security sector, government
employees and private citizens to certify that the client has: no record of human
rights violations, with record of human rights violation or with pending resolution of

human rights violation.

Certifications are issued for their promotions, nominations, confirmations, schooling
(both local and abroad), as requirement for their United Nations Mission, travel

abroad, retirement and other similar purposes.

Office or Legal Office (LO) — Central Office; Clearance Unit (CU);
Division: Regional Office (RO)
Classification: | Complex Transaction
Type of G2C — Government to Citizen and G2G — Government to
transaction: Government
Who may Military and Police Officers, Government Employees, and Private
avail: Citizens

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished CHR Clearance Clearance Unit

Application Form
2. Two (2) pieces Passport-sized ID | c/o Applicant
Picture
Applicants belonging to the
Security Sectors must be in
uniform when picture is taken
A. For AFP
Summary of Information
Statement of Service
B. For PNP
PNP Personal Data Sheet
Service Record
C. For government employees
and private citizens
Personal Data Sheet/ Bio-
data
Service Record/ Certificate
of Employment
Photocopy of Government/
Company ID
3. Documentary Stamp
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FEES

PROCESSING PERSON
CLIENT STEPS| AGENCY ACTION TF?AIBDE TIME RESPONSIBLE
1. Filing of 1. Check for None 15 Minutes Designated
Application completeness Personnel,
Clearance Unit
2. Wait for the | 2. Verify from case | None |2 Hours Designated
availability database Personnel,
of clearance Clearance Unit
3. If applicant has a | None 1-2 Days Designated
case: Transmittal (mailing) Personnel,
to RO concerned Clearance Unit
4. Verification from | None |2 Hours Designated
case records Personnel,
Clearance Unit
5. Issuance of None 1-2 Days Designated
Certification re: (mailing) Personnel,
case/s of Clearance Unit
applicant, if any,
and transmit to
CO
6. Upon receiptof | None |2 Hours Designated
ROs response, Personnel,
or if applicant Clearance Unit
has no case/s,
prepare
Clearance/
Certification
7. Sign Clearance/ | None 10 Minutes Chief, Internal
Certification Legal Services
(certifying Division (ILSD)
verification) or OIC
8. Sign Clearance/ | None | 30 Minutes Director, LO or
Certification Commission
(recommending Secretary
approval)
9. Sign Clearance/ | None | 30 Minutes Executive
Certification Director
(final approval)
10.Issuance of None 10 Minutes Designated
Control Number Personnel,

Clearance Unit
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and Recording in | None | 5 Minutes
the Logbook
3. Receive 11.Release Designated
Clearance/ Clearance/ Personnel,
Certification Certification Clearance Unit
TOTAL: 5 Days
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FOR REGIONAL OFFICES

ISSUANCE OF CLEARANCE

The Commission on Human Rights issues clearance only after thorough data check
and verification of records to military/police officers, security sector, government
employees and private citizens to certify that the client has: no record of human
rights violations, with record of human rights violation or with pending resolution of

human rights violation.

Certifications are issued for their promotions, nominations, confirmations, schooling
(both local and abroad), as requirement for their United Nations Mission, travel

abroad, retirement and other similar purposes.

Office or Legal Office (LO) — Central Office; Clearance Unit (CU);
Division: Regional Office (RO)
Classification: | Complex Transaction
Type of G2C — Government to Citizen and G2G — Government to
transaction: Government
Who may Military and Police Officers, Government Employees, and Private
avail: Citizens

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished CHR Clearance Clearance Unit

Application Form
2. Two (2) pieces Passport-sized ID | c/o Applicant
Picture
Applicants belonging to the
Security Sectors must be in
uniform when picture is taken
A. For AFP
Summary of Information
Statement of Service
B. For PNP
PNP Personal Data Sheet
Service Record
C. For government employees
and private citizens
Personal Data Sheet/ Bio-
data
Service Record/ Certificate
of Employment
Photocopy of Government/
Company ID
3. Documentary Stamp
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FEES

PROCESSING PERSON
CLIENT STEPS| AGENCY ACTION TF?AIBDE TIME RESPONSIBLE
1. Filing of 1. Check for None 15 Minutes Designated
Application completeness Personnel,
Regional Office
2. Wait for the | 2. Verification from | None 1 Hour Designated
availability case records Personnel,
of clearance and Issue Regional Office
Certification of
No Pending
Case (or
Pending Case, if
any)
3. Transmit CHR None 1 Day Designated
Application Personnel,
documents to Regional Office
CHR Central
Office with the
signed
Certification
4. Receive and None | 5 Minutes Designated
record Personnel,
application Clearance Unit
5. Verification from | None |2 Hours Designated
case database Personnel,
Clearance Unit
6. If applicant has a | None 1-2 Days Designated
case: Transmittal (mailing) Personnel,
to RO concerned Clearance Unit
7. Verification from | None 1 Hour Designated
case records Personnel,
and Issuance of Regional Office
Certification of
No Pending
Case (or
Pending Case, if
any)
8. Transmit None 1 Day Designated
Certificate to Personnel,

Central Office

Regional Office
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9. Upon receiptof | None |2 Hours Designated
ROs response, Personnel,
or if applicant Clearance Unit
has no case/s,
prepare
Clearance/
Certification
10.Sign Clearance/ | None 10 Minutes Chief, LO-ILSD
Certification or OIC
(certifying
verification)
11.Sign Clearance/ | None 30 Minutes Director, LO/
Certification Commission
(recommending Secretary
approval)
12.Sign Clearance/ | None | 30 Minutes Executive
Certification Director
(final approval)
13.Issuance of None 10 Minutes Designated
Control Number Personnel,
and Recording in Clearance Unit
the logbook
14.Mail the None 1 Day Designated
Clearance/ Personnel,
Certification to Clearance Unit
the concerned
Regional Office
3. Receive 15.Release None | 5 Minutes Designated
Clearance/ Clearance/ Personnel,
Certification Certification Regional Office
TOTAL.: 7 Days
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LEGAL ADVICE & COUNSELING

Our agency provides free legal advice and counseling to clients for various concerns.

Our assistance includes the preparation of pleadings, provision of simple legal

advice and issuance of endorsement letter if the issue/concern of the client does not

fall within the CHR’s mandate/jurisdiction.

transaction:

Government

Office or Legal Division (External Services), Legal Office
Division:

Classification: | Simple transaction

Type of G2C - Government to Citizen and G2G - Government to

Who may avail:

Individuals/Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter Legal Office
2. Accomplished Referral, Form 9/10
3. Evaluated issue/ concern of the
client
(taken from the frontline services table)
4. DOJ certification of no pending
case / order of dismissal of cases
5. Ombudsman certification of no
pending case / resolution
dismissing the criminal and
administrative cases filed against
the petitioner / respondent
FEES
TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Proceed to 1. Assign Lawyer None | 5 Minutes Chief Legal
the Legal (Central or
and Regional Office)
Investigation or Regional
Division Director
(Regional
Office) or
Legal Office
-- Legal
Division
(Central
Office)
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the client does
not fall within the
CHR’s mandate/
jurisdiction

the length of
time needed in
completing the
required
advice /
assistance
depends on
the complexity
of the legal
issues
involved)

. Provide . Discuss and None | As necessary | Lawyer, Legal
details / evaluate the (In practice, Division
information issue / concern the Legal (Regional or
regarding with the client Division Central Office)
the issue / lawyers
concern and provide
fillup Form 9 immediate
(Complaint advice /

Form) or assistance to

Form 10 (if the client, but

complainant the length of

/ victim is a time needed in

minor), if completing the

complainant required

/ victim advice /

wants to file assistance

a case depends on
the complexity
of the legal
issues
involved)

. Receive . Provide legal None | As necessary | Concerned
legal advice / advice / counsel (In practice, action unit
endorsement or prepare the Legal
letter endorsement Division
addressed to letter to be lawyers
the signed by the provide
concerned Legal Chief or immediate
office Regional advice /

(original Director if the assistance to
copy) issue/concern of the client, but
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. Receive

legal advice /
endorsement
letter
addressed to
the
concerned
office
(original
copy)

TOTAL:

20 Minutes
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PROCEDURE FOR FILING OF
COMPLAINTS

The Commission on Human Rights recognizes the importance of maintaining a

customer assistance and information system to ensure that citizens’ concerns,

complaints and grievances against CHR services and officials and employees are

immediately, efficiently and responsibly addressed or referred to the proper offices.

Office or Citizens’ Help and Assistance Division (CHAD)
Division:

Classification: | Simple transaction

Type of G2C - Government to Citizen and G2G - Government to
transaction: Government

Who may avail: | Individuals/Organizations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter/Accomplished Feedback CHAD Office
Form
2. Complaint Letter/Accomplished
Feedback Form
3. Assessed Feedback form;
Complaint letter
FEES
AGENCY TO | PROCESSING PERSON
SIS ACTION BE TIME RESPONSIBLE
PAID
1. Submit/file 1. Discuss the None | 10 Minutes CHAD/PACD
complaint; complaint with Officer
Accomplish the client;
CHR Assess
Feedback issues/
form concerns
indicated on
the CHR
feedback form
2. Wait for the | 2. Prepare None | 10 Minutes CHAD/PACD
endorsement endorsement Officer
of complaint of complaint to
the concerned
office
3. Receive 3. Actonthe None | As necessary | Concerned
Feedback complaint and Office
provide
feedback to
the client
TOTAL: 30 Minutes
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TECHNICAL ASSISTANCE
(TRAINING/RESOURCE PERSON)

Our agency provides technical services to government agencies and academic

institutions in the development of Human Rights (HR) education and training

programs or integration of HR in existing learning modules, develop and pilot new or

alternative teaching methods, approaches and tools.

We also have a CHR'’s pool of Trainers, Resource Persons/Subject Matter Experts

(SMEs) and Facilitators and the Speaker Bureau who can conduct trainings as resource

speakers.
Office or Human Rights Promotion and Education Office; Policy
Division: Advisory Division (Regional Offices)
Classification: | Simple transaction
Type of G2C - Government to Citizen and G2G - Government to

transaction:

Government

Who may avail:

Individuals/Organizations

endorse the
letter to the
HREPO/
Promotion
and Policy
Advisory
Division --

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1. Accomplished Request Form | CHAD/PACD
2. Invitation / Request Letter c/o Client
FEES
AGENCY TO | PROCESSING PERSON
CHIE ST 2Ers ACTION BE TIME RESPONSIBLE
PAID
1. Register at 1. CHAD/ None | 10 Minutes CHAD/PACD
the Visitor’s PACD Officer
Log/Transmit Officer to
Letter inquire on
Request the purpose
of the visit
and
endorse/
guide client
to action
unit; or
Record and
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Regional

Office
. Wait for the . Process the | None | 10 Minutes or | Information Officer
request to be request as necessary |/ Training
processed Specialist
(HREPO/Promotion
and Policy
Advisory Division,
Regional Office)
. Receive . Provide None | 10 Minutes Information Officer
feedback / feedback to / Training
response the client Specialist
about the (HREPO/Promotion
request and Policy
Advisory Division,
Regional Office)
TOTAL.: 30 Minutes
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CENTRAL/REGIONAL OFFICES
NON-FRONTLINE SERVICES
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Investigation/Quick Response
Operation (Core)

The CHR provides prompt investigation of cases of human rights violations whether
based on complaint of clients or on official act taken without formal request from
another party. This service contributes to the resolution of violations of human rights

as well as the provision of effective remedies to victims.

Office or Investigation Office (10)
Division:
Classification: | Simple Transaction
Type of G2C - Government to Citizen and G2G - Government to
transaction: Government
Who may avail: | Individuals/Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Mission Order
cLENTsTEPs | AGENCY | TEES | pPROCESSING | PERSON
ACTION PAID TIME RESPONSIBLE
1. Provides 1. Sources/ None | Contingent IO Personnel
information originating
on complaint points of Quick
for possible Response
human rights Operation
violation (QRO)
2. Wait for 2. Review/ None | Contingent for | Chief
result or evaluation by all steps Investigator
advice the Chief
Investigator
3. Endorsement | None IO Personnel,
to the Director, Director, 10
Legal and
Investigation
Office
4. Preparation/ | None Designated 10
issuance of Personnel
Mission Order
5. Dispatch of None Designated 10
Quick Personnel
Response
Team (QRT)
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at the earliest
possible time

. Preparation
and
submission of
QRT initial/
final report

. Review of

QRT initial/
final report by
the Chief
Investigator

. Endorsement

to the
Regional
Director / OIC
for the final
disposition

None

None

None

10 Personnel

Chief
Investigator

Chief
Investigator

TOTAL:

12 Hours
(estimated
maximum time
to complete
the process)
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Jail Visitation (Core)

This service monitors and evaluates the situation in detention facilities as it
endeavors to prevent the occurrence of torture and other forms of human rights
violations through the reports and policy advisories generated from the conduct of jail
visitations. Persons deprived of their liberties are likewise provided with legal

counseling and assistance as necessary.

Office or Visitorial Division (Oversight function), Regional Offices
Division: (Implementing Offices)
Classification: Highly Technical Transaction
Type of G2C - Government to Citizen and G2G - Government to
transaction: Government
Who may avail: Individuals/Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Jail Profile Form Visitorial Division
2. Persons deprived of liberty (PDL)
Profile
3. Indicators (Human Rights
Standards of Detention Facilities)
4. Jail Visitation (JV) Report
FEES
AGENCY TO | PROCESSING PERSON
SRS ACTION BE TIME RESPONSIBLE
PAID
This particular 1. Jail Visitation | None | Contingent Division Chief,
service/process Program Visitorial
originates from Planning Division
internal CHR
officials/personnel, | 2. ROs to None Regional
as part of their prepare Director (RD),
regular task. Regional Jail Regional Office
Visitation
Plans/
Schedules
3. Preparation | None RD, Jail
for actual Visitation Team,
conduct of Administrative
jail visit Staff
4. Conduct of None Jail Visitation
actual visit Team
on detention
facility
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depending on
the particular
step.

. Reporting None RD, Jail
and Visitation Team
monitoring at
the Regional
Level

. Monitoring None Division Chief,
and Visitorial
evaluation at Division
Central level

TOTAL.: Deadline for
each step in
the JV
Procedures
and Work
Instructions
Manual
(PAWIM) is
already
established
between 3 and
15 working
days,
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Policy Advisory — Policy Paper
Development (Position Paper and
Advisories) and/or Human Rights
Situation Thematic Reports (Core)

This provides technical assistance to concerned stakeholders for the development

and advocacy of human rights policies, laws, and other mechanisms.

Office or Human Rights Policy Advisory Office (HRPAO)
Division:
Classification: Complex Transaction
Type of G2C - Government to Citizen and G2G - Government to
transaction: Government
Who may avail: Individuals/Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None
FEES
AGENCY TO | PROCESSING PERSON
S8 SRS ACTION BE TIME | RESPONSIBLE
PAID
This particular 1. In case of None | Contingent HRPAO
service/process absence or Director
originates from insufficiency
internal CHR of data, does
officials/personnel, consultation,
as part of their etc. (other
regular task. modes of
information
gathering)
2. Drafting of None Legal,
position Legislative and
paper/ Linkages
advisory Division (LLLD)
Chief
3. Peerreview | None HRPAO
of draft Director
position
paper/
advisory
4. Approval of None Commission en
draft position Banc (CEB)
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paper/
advisory

. Submission

of approved
position
paper/
advisory to
concerned
offices/
agencies

None

Commission
Secretary

HRPAO
Director

TOTAL:

7 working days
(average)
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Financial Assistance

As a form of remedy, victims of human rights violations are provided with a certain

amount of monetary assistance to aid them in the pursuit of truth and justice.

Office or Regional Offices, Field Operations Office (FOO)
Division:
Classification: Highly Technical Transaction
Type of G2C - Government to Citizen
transaction:
Who may avail: Individuals/Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

The required documents depend on
the type of claim filed.

VAWC c/o Client/Victim of Human Rights
1. Proof of relationship of the Violation:
parties e For birth and death certificates,
2. Birth certificate of minor children secure from the National Statistics
3. Medical certificate Office (NSO)
e For medical certificate, secure
Child Abuse from the attending physician
1. Birth Certificate e For the certificates of detention
2. Medical Certificate and release from detention,
secure from the jail where the
Rehabilitation victim was detained
1. Certificate of release from e For the copy of decision, secure
detention from the court
2. Copy of decision e For proof of relationship aside
3. Certificate of detention from marriage and birth
. . certificates, provide affidavit of two
EJK/Torture/Physical Injury/HRV (2) disinterested persons if not
Cases married

1. Death Certificate

2. Medical Certificate
3. Proof of relationship
4. Police Report/Record

e For police report/record, secure
from the Philippine National Police
(PNP) station where the incident
took place

e For barangay certificate and proof
of residency, secure from the
barangay where the client resides

e For the DSWD certification, secure
from the nearest DSWD office
where the client resides

Community Assistance
1. Barangay Certificate
2. Proof of residency
3. Department of Social Welfare
and Development (DSWD)
Certification
4. Police Report

Mandatory Requirement . .
1. CHR Form 9 CHR Regional Offices
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CLIENT STEPS

AGENCY
ACTION

FEES
TO
BE

PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

This particular
service/process
originates from
internal CHR
officials/personnel,
as part of their
regular task.

. The financial

assistance
memorandum/
resolution is
reviewed and
endorsed by
the Director of
FOO for
approval of the
Focal
Commissioner
if indeed
human rights
violation has
been
committed and
financial
assistance
may be
awarded.

. Upon receipt

of the
approved
resolution, the
case shall be
included in the
Budget
Allocation
Summary for
transmittal to
the Financial
Management
Office (FMO).

None

None

Within 14
Working Days

Within 1
Working Day

Director, FOO

Designated
Personnel,
FOO

TOTAL:

Within 15
Working Days
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Forensic Service

This service aids in the investigation and resolution of cases of human rights

violations.
Office or Investigation Office - Forensic Division
Division:
Classification: Simple Transaction
Type of G2C - Government to Citizen and G2G - Government to

transaction:

Government

Who may avail:

Individuals/Organizations

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Investigation Office — Forensic Division
2. Mission Order
3. Travel Order
4. Consent Form
5. Medico-Legal Form
FEES
AGENCY TO | PROCESSING PERSON
SR A ACTION BE TIME RESPONSIBLE
PAID
This particular 1. Receive None | Contingent Administrative
service/process official request Staff,
originates from from Investigation
internal CHR requesting Office Forensic
officials/personnel, CHR Office Division (I0-FD)
as part of their
regular task. 2. Evaluate the None Division Chief,
request IO-FD
3. Ifthereis a None Division Chief,
need for IO-FD
forensic
examination,
assign mission
team
4. Coordinate None Mission Team,
with the IO-FD
requesting
CHR Office
5. Prepare None Mission Team,
required IO-FD
administrative
documents

32




6. Proceed to the
Mission
location

7. Meet with the
subject or
complainant

8. If consentis
granted,
conduct
interview and
examination

9. Examine data
gathered

10.If items need
laboratory
examination,
transmit items
for laboratory
examination

11.Laboratory
Examination
Process

12.Review result
of the
examination

13.Prepare Final
Report

14.Conduct
administrative
and technical
review

15.Revise/correct
the report, if
needed

None

None

None

None

None

None

None

None

None

None

Mission Team,
IO-FD

Medico-Legal
Officer-in-
Charge (MLO-
in-Charge),
Documenter -
IO-FD

MLO-in-Charge,
Documenter -
|O-FD

MLO-in-Charge,
|O-FD

MLO-in-Charge,
Documenter,
Technician - 1O-
FD

External
Service
Provider

MLO-in-Charge,
|O-FD

MLO-in-Charge,
|O-FD

Chemist
[ll/Health
Physicist Il,
Division Chief -
|O-FD

MLO-in-Charge,
|O-FD
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16.Conduct First | None Chemist
(1st) Complete [lI/Health
Review Physicist Il - 1O-
FD
17.Conduct final None Division Chief -
review of the IO-FD
report
18.Prepare the None Administrative
release of the Staff - |O-FD
report
19.Inform CHR None Administrative
requesting Staff — IO-FD
office of issues
and concern
20.Prepare None MLO-in-Charge,
Administrative |O-FD
Report
TOTAL: 1 Day
Minimum,
Depending on
the Case
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Civil Society Organization (CSO)
Accreditation for Partnership
Endeavors

This provides the civil society organizations (CSOs) with opportunities to officially
engage with the CHR, and serve as implementing arms to protect and promote
human rights in the country. This service ensures that CSOs are properly accorded
and recognized as the CHR'’s partners put into effect various human rights-related

projects and/or activities.

Office or Project Management Division (PMD)
Division:
Classification: Highly Technical Transaction
Type of G2C - Government to Citizen
transaction:
Who may avail: Organizations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For CSO/PO operating for more
than three (3) years:

1. Duly accomplished Application Project Management Division
Form
2. Certificate of Registration from c/o CSO Applicant

either Securities and Exchange
Commission (SEC), Cooperative
Development Authority (CDA),
DSWD, or other government
agencies

3. Authenticated copy of the latest
Articles of Incorporation, or the
Articles of Cooperation, as the
case may be, showing the original
incorporators/organizers and the
Secretary's Certificate for
incumbent officers, together with
the certificate of filing with
SEC/Certificate of Approval by the
CDA and the General Information
Sheet in the case of SEC
registration

4. Organizational Structure of the
Proponent and List of Officers with
address and Bio-data

5. Location Map
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Omnibus Sworn Statement (with
form from CHR)

Financial Reports, preferably
audited by an independent
Certified Public Accountant, for the
past 3 years preceding the date of
project implementation
Undertaking from the Head of the
organization to put up equity of at
least 20% of project cost (with form
from CHR)

Certificate of Good Standing from
the Government Agency from
which the organization received
public funds (if any)

10. Printed copy of its Philippine

Government Electronic
Procurement System (PhilGEPS)
Online Registration

For CSO/PO operating for less than
three (3) years:

1.
2.

Items 1-6 as above

Report of accomplishment or any
equivalent proof certified by its
President and Secretary that it had
previously implemented similar
projects (if any)

Financial reports for the years it
has been in operation and existing
active bank account/s through a
photocopy/scanned copy of bank
book with complete bank account
information of the organization
(bank account name, number and
branch)

List and/or photographs of similar
projects and their status, the
applicant or proponent is
implementing or has previously
undertaken including sources of
funds

Printed copy of its PhilGEPS
Online Registration

Project Management Division

c/o CSO Applicant

Project Management Division

c/o CSO Applicant

c/o CSO Applicant
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CLIENT STEPS

AGENCY
ACTION

FEES
TO
BE

PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submits
Application
Form and
documentary
requirements

1. Receives and
pre-screens
accomplished
Application
Form and the
documentary
requirements
from the
CSO/non-
governmental
organization
(NGO).

Note: on the

assumption that

requirements
submitted are
complete

None

Contingent

PMD Records
Officer

2. Wait for result
or advice

2. Conducts
documentary
review

3. Evaluates and
recommends
the
accreditation
to Chairperson

4. CHR
Chairperson
Issues
Certificate of
Partnership
Accreditation
to the CSO

5. Posts CSO
Accreditation
on CHR
website or in a
conspicuous
place within
CHR

None

None

None

None

3 Working
Days

5 Working

Days

1 Working Day

1 Working Day

Social
Mobilization
Team (SMT) /
PMD

BAC

PMD

PMD

TOTAL:

Within 10
Working Days

37




VL.

How to send
feedback

FEEDBACK AND COMPLAINTS

Our client fills up the Customer Feedback Form (CFF) and
drop it at the designated drop box in the office where they
availed the service or at the Public Assistance and
Complaint Desk (PACD) office.

The client can directly give to the Head of Office in cases
where the client has expressed dissatisfaction or a
complaint has been raised for appropriate and immediate
action.

How feedbacks are
processed

Every month (daily or every Friday), the OIC/Division Head
of the concerned office opens the Feedback and Redress
drop box, monitors and consolidates the submitted
feedback forms.

Feedback requiring answers are forwarded to the relevant
offices and they are required to answer within five (5) days
of the receipt of the feedback.

Status update/reply is relayed to the client.

How to file a
complaint

Client to fill up the Customer Feedback Form (CFF) and
drop it at the designated drop box in the office where they
availed the service or at the Public Assistance and
Complaint Desk (PACD) office.

The client can directly give to the Head of Office in cases
where the client has expressed dissatisfaction or a
complaint has been raised for appropriate and immediate
action.

Complaints can also be filed via telephone, letter or email.
To facilitate in the evaluation of the complaints, the
following information is needed:
- Name of person being complained
- Details about the incident to include the date/place
of incident
- Evidence/witness present

How complaints are
processed

The OIC/Division Head opens the Feedback and Redress
Box on a daily basis and evaluates each complaint.

Upon evaluation, the OIC/Division Head shall inform the
Office of the Executive Director (OED). Concerned office/
personnel will be informed via written communication and
will be required to answer within five (5) days upon receipt
of the memo copy furnished the Human Resources
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Development Division (HRDD) and Internal Legal Services
Division.

The OED, HRDD, and Legal offices will assess, evaluate,
recommend, and decide on the appropriate action to be
taken regarding the complaint based on their findings.

The Citizens Help and Action Division (CHAD) will give
feedback to the client.

Contact Information

For inquiries and follow-ups, clients may contact us
through the following:

Landline (02) 8294 8704
Mobile 0936 068 0982 (TM)

0920 506 1194 (Smart)
E-mail chad.pasco.chr@gmail.com
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VII. LIST OF OFFICES

CENTRAL OFFICES — SAAC Building, UP Complex, Commonwealth Ave., Diliman, QC

OFFICE OF THE CHAIRPERSON OFFICE OF THE EXECUTIVE
DIRECTOR

Jose Luis Martin C. Gascon
CHR Chairperson Atty. Jacqueline Ann C. de Guia
Email: chairgascon.chr@gmail.com Executive Director/Spokesperson
Tel: (02) 8928 5655 Email:  oedchr@gmail.com

(02) 8926 6188 Tel: (02) 8928 7240

(02) 8920 9510 (02) 8927 5790
Telefax: (02) 8929 0102

Mr. Marc Louis O. Siapno
Officer-In-Charge

Strategic Communication Division
Email: comms.chr@gmail.com
Tel: (02) 8928 5792

Mr. Efren L. Maniego

Officer-In-Charge

Citizens’ Help and Action Division

Email: chad.pasco.chr@gmail.com

Tel: (02) 8294 8704

Mobile: (0920) 506 1194 (Smart)
(0936) 068 0982 (Globe)

OFFICE OF THE COMMISSIONERS OFFICE OF THE COMMISSION

SECRETARY
Karen Lucia S. Gomez-Dumpit
CHR Commissioner Atty. Maria Asuncion |. Mariano-
Email:  kgomezdumpit@gmail.com Maravilla
Telefax: (02) 8926 2542 Commission Secretary

Email:  comms.chr@gmail.com
Gwendolyn LI. Pimentel-Gana Tel: (02) 8927 0172
CHR Commissioner Telefax: (02) 8928 8610

Email: gpgchroffice@agmail.com
Telefax: (02) 8927 0467

Leah C. Tanodra-Armamento
CHR Commissioner

Email:
chrp.leaharmamento@gmail.com
Telefax: (02) 8926 1314

Roberto Eugenio T. Cadiz

CHR Commissioner

Email: attyrobertocadiz@yahoo.com
Telefax: (02) 8925 3883

40


mailto:chairgascon.chr@gmail.com
mailto:oedchr@gmail.com
mailto:comms.chr@gmail.com
mailto:chad.pasco.chr@gmail.com
mailto:kgomezdumpit@gmail.com
mailto:gpgchroffice@gmail.com
mailto:chrp.leaharmamento@gmail.com
mailto:attyrobertocadiz@yahoo.com
mailto:comms.chr@gmail.com

OFFICE OF THE CHAIRPERSON

Mr. Onesimo L. Cuyco

Division Chief

Project Management Division

Email:
projectmanagement.chr@gmail.com
Telefax: (02) 8361 7022

Ms. Irma Juliet F. Silubrico
Division Chief

Internal Audit Division

Email: irmajulietmails@gmail.com
Telefax: (02) 8936 5087

FINANCIAL MANAGEMENT OFFICE

Ms. Liberty C. Estipona
Officer-In-Charge

Email: chrfmo@yahoo.com
Telefax: (02) 8928 1682

Ms. Prudencia S. Molina
Division Chief

Budget Division

Email: chrfimo@yahoo.com
Telefax: (02) 8925 3887

Ms. Teresa C. Dolor
Officer-In-Charge

Accounting Division

Email: chrfmo@yahoo.com
Telefax: (02) 8928 1682

GENERAL ADMINISTRATION OFFICE

Atty. Jacqueline Ann C. de Guia
Officer-in-Charge (Concurrent)
Email:  gao.chrp@gmail.com
Tel: (02) 8928 4798

Ms. Maria Narlita G. Sio
Division Chief

General Services Division
Email: gao_chr@yahoo.com
Tel: (02) 8925 3880

Ms. Jocelyn L. Reyes

Division Chief

Human Resources Development
Division

Email: personnel chr@yahoo.com
Tel: (02) 8928 2018

Ms. Baby Catherine B. Cruz

Division Chief

Procurement Division

Email: procurement.chr@yahoo.com
Tel: (02) 8936 6107

Ms. Jasmin G. Corpuz

Cashier Il

Cash Unit

Email: chr_cash@yahoo.com
Tel: (02) 8925 3880

INVESTIGATION OFFICE

Atty. Jasmin Navarro-Regino
Director

Email: investigationoffice.chr@gmail.com
Telefax: (02) 8925 3881

Mr. Hubert V. Ruiz

Officer-In-Charge

Security Protection & Assistance Division
Email: spadchr2016@gmail.com
Telefax: (02) 8282 1876

Dr. Joseph Andrew D. Jimenez, MD
Officer-In-Charge

Forensic Division

Telefax: (02) 8294 8746
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LEGAL OFFICE

Atty. Jasmin Navarro-Regino
Officer-In-Charge (Concurrent)
Email: legaloffice@yahoo.com
Telefax: (02) 8928 0873

Atty. Brenda E. Canapi
Division Chief

Visitorial Division

Email: avo.chr@gmail.com
Telefax: (02) 8926 2905

Atty. Arlene A. Ven
Officer-In-Charge

Legal Division

Email:
legaldivisionchrp@yahoo.com.ph
Telefax: (02) 8926 0454

Atty. Efren Ephraim G. Lamorena
Division Chief

Internal Legal Services Division
Email:
legaldivisionchrp@yahoo.com.ph
Telefax: (02) 8925 3882

Clearance Unit
Email: elsl leqaloffice@yahoo.com

Telefax: (02) 8282 1877

HUMAN RIGHTS EDUCATION AND
PROMOTION OFFICE

Atty. Jacqueline Ann C. de Guia
Officer-In-Charge (Concurrent)
Telefax: (02) 8928 4471

Ms. Sylvia Angelique S. Umbac
Division Chief

Advocacy & Information Campaign
Division
Telefax: (02) 8927 6225
Ms. Epifania O. Garay
Officer-In-Charge

Education & Training Division
Telefax: (02) 8282 1876

PLANNING AND MANAGEMENT
OFFICE

Ms. Greta B. Beltran-Tarun
Officer-In-Charge

Email: pmopd.chr@gmail.com
Telefax: (02) 8925 3884

Ms. Princess S. Molleno
Officer-In-Charge

Planning Division

Email: princess.chrp@gmail.com
Telefax: (02) 8927 2199

Mr. Rudy G. Santos
Officer-In-Charge

Management Information Systems
Division
Email:
Telefax:

ismo.chr2011@amail.com
(02) 8922 0418

FIELD OPERATIONS OFFICE

Atty. Homero Matthew P. Rusiana
Director

Email:
homeromprusiana@yahoo.com
Telefax: (02) 8928 0848
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HUMAN RIGHTS POLICY ADVISORY
OFFICE

Atty. Gemma F. Parojinog
Officer-In-Charge
Email: chrp.policy@gmail.com
Telefax: (02) 8927 4033

(02) 8927 6254

Ms. Marizen A. Santos

Division Chief

International Obiligations Monitoring
Division

Email: chrp.policy@amail.com
Telefax: (02) 8927 4033
(02) 8927 6254

Mr. Raymund P. Rosuelo

Division Chief

Research & Knowledge Management
Division

Email: chrp.policy@amail.com
Telefax: (02) 8927 4033
(02) 8927 6254

Atty. Erwin M. Caliba
Division Chief
Legal, Legislative & Linkages Division
Email: chrp.policy@gmail.com
Telefax: (02) 8927 4033

(02) 8927 6254

Ms. Rochelle P. Basto
Librarian
Email:

Telefax:

chrlibrary.ph@gmail.com
(02) 8927 8772

HUMAN RIGHTS CENTERS
MANAGEMENT OFFICE

Dr. Renante A. Basas, MD
Director
Email:

Telefax:

renantebasas@amail.com
(02) 8282 1878

Atty. Julie Ann B. Regalado
Division Chief

Child Rights Center

Email:
chrchildrightscenter@gmail.com
Telefax: (02) 8294 8640

Atty. Krissi Shaffina Twyla A. Rubin
Officer-In-Charge

Gender Equality & Women’s Human
Rights Center

Email:  gewhrc.chr@gmail.com
Telefax: (02) 8294 8640

Ms. Reinna S. Bermudez
Officer-In-Charge

Center for Crisis, Conflict &
Humanitarian Rights

Email: ccchp.chr@gmail.com
Telefax: (02) 8282 1878

Atty. Jesus G. Torres
Officer-In-Charge

Economic, Social & Cultural Rights
Center
Email:
Telefax:

escrc2016chrp@amail.com
(02) 8282 1878
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REGIONAL OFFICES — Please refer to details below

NATIONAL CAPITAL REGION

Atty. Diana B. de Leon
Officer-In-Charge

SAAC Bldg., UP Complex,
Commonwealth Ave., Diliman, Quezon

City
Email: chr ncr2017@yahoo.com
Tel: (02) 8928 7098

CORDILLERA ADMINISTRATIVE
REGION

Atty. Romel P. Daguimol

Director

CYA Centrum, Military Cut-Off, Baguio
City
Email:
Telefax:
Mobile:

chrpcar@gmail.com
(074) 619 9089

(0917) 854 3133 (Globe)
(0999) 889 5009 (Smart)

REGION |

Atty. Harold D. Kub-aron

Director

Aguila Road, Capitol Hill, Sevilla, San

Fernando City, La Union

Email:  chrisflu@yahoo.com

Telefax: (072) 607 8706

Mobile: (0943) 853 8383 (RD-Sec)
(0909) 938 8672 (Admin)

REGION Il

Atty. Jimmy P. Baliga
Director
No. 05 Pababalo St., Regional
Government Center, Carig Sur,
Tuguegarao City, Cagayan
Email:  chrregii@gmail.com
Telefax: (078) 304 2047
(078) 304 1947

REGION lii

Atty. Jasmin N. Regino
Officer-In-Charge (Concurrent)
Diosdado Macapagal Government
Center, Brgy. Maimpis, San Fernando
City, Pampanga

Email:  chrreg3@yahoo.com

Tel: (045) 961 4830

Telefax: (045) 961 8577

Mobile: (0999) 530 2676 (Smart)

REGION IV-B

Atty. Dennis F. Mosquera

Officer-In-Charge

SAAC Bldg., UP Complex,

Commonwealth Ave., Diliman, Quezon

City

Email: chr_mimaropa@gmail.com

Tel: (02) 8928 0848

Mobile: (0995) 653 2923 (Globe)
(0928) 867 1087 (Smart)

REGION IV-B MINDORO PROVINCIAL
OFFICE

Atty. Estrella C. Baltazar

Provincial Capitol Complex, Calapan

City, Oriental Mindoro

Email: chr_mimaropa@gmail.com

Tel: (043) 441 7515

Mobile: (0915) 069 4895 (Globe)
(0928) 867 1089 (Smart)

REGION IV-B PALAWAN PROVINCIAL
OFFICE

Ms. Marilou V. Sebastian

Unit No. 7 CNMS Building, Brgy.
Tiniguiban, Puerto Princesa City,
Palawan
Email:
Mobile:

chr mimaropa@amail.com
(0948) 109 2577 (Talk ‘N Text)
(0975) 458 8762 (Globe-TM)
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REGION IV-A

Atty. Rexford D. Guevarra

Director

2F Mary Grace Bldg., corner M.L.

Quezon St., Colago Avenue, San Pablo

City, Laguna

Email:  chr4_sanpablo@yahoo.com

Telefax: (049) 562 5415

Mobile: (0915) 562 5415 (Globe)
(0928) 470 4388 (Smart)

REGION VI

Atty. Jonnie L. Dabuco

Director

lloilo Sports Complex, Magsaysay
Village, La Paz, lloilo City

Email:  chr.region6@yahoo.com
Telefax: (033) 329 2282

REGION VI BACOLOD SUB-OFFICE

Mr. Romeo A. Baldevarona

Ground FIr. Negros First Hostel cor.
Gatuslao St. and North Capitol Road,
Bacolod City

Email:
chrbac6.adm_finance@yahoo.com
Mobile: (0929) 258 5602 (Smart)

REGION VIII

Atty. Desiree V. Pontejos

Director

Corner Maharlika and Apitong St., Brgy.
92, Tacloban City

Email:  chrtac8@yahoo.com

Tel: (053) 321 3903

Telefax: (053) 832 0958

REGION VIl CALBAYOG SUB-
OFFICE

Atty. Joy P. Sodusta

Corner J.D. Avelino Ave. and Licensiado

St., Brgy. West Awang, Calbayog City
Email:

chr8calbayog@yahoo.com.ph

Tel: (055) 209 3726

REGION V

Atty. Arlene Q. Alangco

Director

Regional Government Center, Rawis,
Legazpi City, Albay

Email: chr5 legazpi@yahoo.com
Tel: (052) 480 0521

REGION V NAGA SUB-OFFICE

Atty. Donna F. Madrona
PICPA Bldg., City Hall Complex,
Magsaysay Ave., Naga City, Bicol

Email: chr5 naga@yahoo.com
Tel: (052) 472 4862
REGION VII

Atty. Arvin A. Odron

Director

132 A. Rafanan Building, Don Mariano
Cui St., Capitol Site, Cebu City

Email: chr7cebucity@yahoo.com
Tel: (032) 253 5403

Telefax: (032) 254 6921

REGION VII BOHOL SUB-OFFICE

Mr. Jonathan B. Tibay

Door 1-D Sarabia Co. Torralba Bldg. Il
cor. Espuelas-Doria St., Tagbilaran City
Email:  chr7cebucity@yahoo.com
Tel: (038) 411 0966

REGION VII DUMAGUETE SUB-
OFFICE

Mr. Jesus A. Caiete

DSWD Provincial Office, Capitol
Building, Dumaguete City

Tel: (035) 420 9970
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REGION IX

Atty. Frederick lan S. Capin
Director

2" FIr. JMS Building, Mayor Vitaliano
Agan Ave., Zamboanga City

Email: chr9 04@yahoo.com
Tel: (062) 993 0735
Telefax: (062) 993 2869

REGION IX ZAMBOANGA DEL SUR
SUB-OFFICE

Ms. Margo T. Burlas

2" FIr. Cabato Bldg., Jamisola St.
Santiago District, Pagadian City,
Zamboanga del Sur

Tel: (062) 310 0200
Telefax: (062) 215 2856

REGION Xl

Atty. Edmundo R. Albay

Director

Trinity |l Building, Quimpo Blvd., Davao
City
Email:
Tel:

chrdavao@yahoo.com
(082) 298 3749
(082) 321 0275
Telefax: (082) 298 2233

CARAGA

Atty. Jerefe T. Bacang

Director

2F CAP Building, J.C. Aquino cor. J.

Rosales Avenue, Butuan City, Agusan

del Norte

Email:  chr_caraga@yahoo.com

Tel: (085) 815 2247

Telefax: (085) 342 5280

Mobile: (0917) 126 1821 (Globe)
(0938) 242 0817 (Smart)

REGION X

Atty. Jeanne lvy F. Abrina

Director

2F Ong’s Building, cor. Yacapin
Extension and President Roxas St.,
Cagayan de Oro City, Misamis Oriental
Email: chr.region10@yahoo.com
Tel: (088) 272 4525

Telefax: (088) 851 1519

Mobile: (0917) 622 1551 (Globe)

REGION X ILIGAN SUB-OFFICE

Mr. Florante P. Ursua
2F BH Building, Sabayle St., lligan City

Email: chr.region10@yahoo.com
Tel: (063) 221 5627
REGION XII

Atty. Erlan P. Deluvio

Director

Prime Regional Government Center,
Brgy. Carpenter Hill, Koronadal City

Email: chr12 cotcity@yahoo.com
Tel: (083) 228 6348

(083) 228 2212
Mobile: (0916) 299 6695 (Globe)

(0920) 439 9606 (Smart)
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