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The Local Government Unit of Pinamalayan under our leadership, remains focus, steady and firm to our sworn commitment to 

Pinamaleños. We have utilized our funds and resources in achieving our noble commitment to people. Programs, projects and 

activities are well aligned and attuned to the demands of the public. We have remained committed to our mission of reaching out to 

the most vulnerable members of society. As a result, we must level up, improve, and modify all of our initial activities in order to 

satisfy the unique requirements of our people while also adapting to the demands of a changing world. 

My fellow Pinamaleños, it is with great pride and honor to present and dedicate this compilation of Thematic Plans and Programs 

2024, a navigational plan towards the Local Government's developmental framework and program intervention for the Fiscal Year 

2024. 

This plan of action reflects our expectations for conquering challenges and moving forward. It contains the programs/projects/activities 

streamlined for the coming year from a long master list of projects generated through sectoral consultation. Furthermore, with the 

unwavering support and active participation of all stakeholders, we can vouch that no sector is being left behind and guarantee the 

inclusivity of all programs. 

Also, our heartfelt gratitude goes to the dedicated men and women of these municipality who place their best efforts to come up with 

this plan. 

Hail Pinamalayan and all its people- ang Bayan ng Bahaghari, Bayang Pinagpala. Pilipinas, Pinamalayan Naman! 



  

 

 

 

 

 

 

 

 

 

Warmest greeting! 

Success is no accident. It takes a lot of hard work, perseverance, learning, studying, sacrifice, and most of all, love of what 

you are doing or learning to do. 

 The municipality of Pinamalayan aims to become a sustainable place to live for every Pinamaleños. Planning and 

implementation are the best tool in making success. Thematic planning is an important activity of the Local Government Unit 

with the objective of building a more progressive municipality.  

In this activity, the Local Chief Executive together with the Vice Mayor, Sangguniang Bayan Members, Department Heads, 

Chief of offices, and the representatives from different sectors joined together in a group discussion and identifying different 

programs, projects and activities that we believe needed to be implemented and can make an impact in the society.  

Through inquiries, careful studies, researches and workshops, we will be able to sustain and meet the demands of the ever-

changing time. Long term solutions, programs, projects and activities to be implemented are relevant and beneficial to the 

people. We cannot stop the passing time, but we have the power to define it. 

With our collaborative efforts we can make Pinamalayan a sustainable place to live in. Let us work together and win as one. 

With the help of the Almighty, hand in hand, we can achieve what we are dreaming for our beloved Pinamalayan. 

“Today’s progress was yesterday’s plan” - Anonymous 

 

 

  



 

 

 

 

 

In the spirit of unity towards progress, deepest appreciation is hereby conveyed to the various 

stakeholders and institutions in our municipality such as the National Government Agencies, Barangay 

Government Units, Private Sector, Civil Society/Non-Governmental Organizations, the Legislative 

Department and the Executive Department of the Municipal Government of Pinamalayan for the 

unqualified support and participation in the preparation of PUBLIC SERVICE CONTINUITY PLAN (PSCP) 

2024 which was completed and packaged by the: 

MUNICIPAL PLANNING AND DEVELOPMENT OFFICE 

GENERAL PUBLIC SERVICES 

 ROMEL T. MARAYAN   Development Management Officer II 

      Sector Coordinator 

 JAN-NEIL H. EVANGELISTA   Senior Administrative Assistant II 

      Sector Coordinator 

PRINCESS EUNICE L. DEL VALLE Project Development Officer I 

      Sector Coordinator 

SOCIAL SERVICES 

EnP VIRGILIO M. KING   Project Development Officer III 

      Sector Coordinator 

 JOHN ERIC G. MONDOÑEDO   Planning Assistant 
      Sector Coordinator 

MA. LORRAINE F. FESTIN  Project Evaluation Assistant 

     Sector Coordinator 

ECONOMIC SERVICES 

EnP. ORLEX H. MARAYAN  Development Management Officer IV / Asst. to the MPDC 
      Sector Coordinator 

 FREDELINO A. TORIANO, JR.   Planning Officer II 

      Sector Coordinator 

MARIANNE L. LUARCA   Administrative Aide II 

Sector Coordinator 

OTHER SERVICES 

EnP. ORLEX H. MARAYAN  Development Management Officer IV / Asst. to the MPDC 

      Sector Coordinator 

JAYSON M. MAUPAY   Administrative Assistant I 

      Sector Coordinator 

 

 

 

 

 

 

 

 

 

ADMINISTRATIVE AND TECHNICIAL SUPPORT SERVICES 

RUTH D. MALING   Administrative Officer IV 

      Logistic In-Charge  

FHIL JOSEPH L. GALANG  Information Technology Assistant 

     Technical Support Staff 

GERALD M. DULATRE   Information Technology Assistant 

     Administrative Support Staff 

MARY JOY R. SALENDREZ  Administrative Aide III 

     Administrative Support Staff 

ROSELLE H. LABRADOR  Administrative Aide III 

     Administrative Support Staff 

EDEN M. HERNANDEZ   Administrative Aide II 

     Administrative Support Staff 

 

We are truly grateful as we commend the invaluable involvement of all concerned 

functionaries and Elective Officials by way of sharing their time, efforts and knowledge. As 

such, we are very thankful to the Municipal Development Council (MDC) Officials and 

Members, especially to the Chairpersons and Members of the Functional/Sectoral Working 

Committees for exerting tireless and selfless efforts that made possible the successful 

completion of the formulation process.  

Above all, let us praise and thank the Almighty for His guidance as we are all His stewards in 

bringing about excellence in local governance. 

THANK YOU AND GOD BLESS!!! 

 

 

ROSENIO A. TORIANO, EnP. 

Municipal Planning and Development Coordinator 

 

 
 

 

The Municipal Planning and Development Office 

Telefax: (043) 738 - 4632 

E-mail Address: mpdo.pin@gmail.com / mpdo@pinamalayan.gov.ph 

Our Website: www.pinamalayan.gov.ph 
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1. Introduction 
As one of the Local Government Units (LGUs), the Municipal Government of Pinamalayan (MGOP) is mandated by Republic Act No. 7160, also known 

as “The Local Government Code of 1991”, to be self-reliant and to continue exercising the powers and discharging the duties and functions currently 

vested upon them. It is also mandated to discharge the functions and responsibilities of national agencies and offices devolved to them. Likewise, it is 

expected to exercise such other powers and discharge such other functions and responsibilities as are necessary, appropriate, or incidental to efficient 

and effective provision of basic services and facilities. 

Currently, the Municipal Government of Pinamalayan has thirteen (13) departments, namely: 1) Office of the Municipal Vice-Mayor, 2) Municipal 

Administrator’s Office, 3) Municipal Planning and Development Office, 4) Municipal Budget Office, 5) Municipal Accounting Office, 6) Municipal 

Treasury Office, 7) Municipal Assessor’s Office, 8) Municipal Engineering Office, 9) Municipal Social Welfare and Development Office, 10) Municipal 

Health Office, 11) Municipal Agriculture Office, 12) Municipal Civil Registry Office, and 13) Market Operations Department. It has nine (9) divisions, 

namely: 1) Municipal Mayor’s Office – Administrative Division, 2) Human Resource Management Division, 3) Permits and Licenses Division, 4) General 

Services Division, 5) Zoning and Motorpool Operations Division, 6) Municipal Environment and Natural Resources Management Division, 7) 

Slaughterhouse Operations Division, 8) Municipal Disaster Risk Reduction and Management Division, and 9) Special Concerns Division. Also, it has 

one (1) unit, the Tourism, History, Culture and Arts Unit, which is under the Municipal Mayor’s Office. 

In compliance with National Risk Reduction and Management Council (NDRRMC) Memorandum No. 33 series 2018, the Municipal Government of 

Pinamalayan adheres on the formulation of Public Service Continuity Plan (PSCP) which will serve as a guidebook for every office in the continuity of 

operations and delivery of public service during times of disruptive circumstances and emergencies. 

This PSCP shall be oriented and explained to all employees of all offices to ensure the continuity of their functions and operations in case of disruptive 

events. Furthermore, this PSCP shall provide the procedures adopted for the implementation and continuous improvement of the agency’s public 

service delivery. 

 

2. Purpose 

The purpose of this PSCP is to provide operational actions and protocols that will be undertaken by the Municipal Government of Pinamalayan (MGOP) 

in response to any emergency or disruptive event, and to ensure the continuous delivery of public service through the restoration of identified mission 

essential functions. 

 

3. Policy Statements 

We, the Municipal Government of Pinamalayan, guided by our mandate under the Republic Act No. 7160 (Local Government Code of 1991), commit 

to provide efficient, effective, and economical governance to the purpose of which is the general welfare of the municipality, all its inhabitants, and the 

LGU employees; formulate, evaluate, and maintain appropriate contingency plans; carry out such emergency measures as may be necessary during 

and in the aftermath of man-made and natural disasters and calamities; and ensure the delivery of basic services and the provision of adequate 

facilities. 

                                                                                                                                                                                                                                                                              

The Municipal Government of Pinamalayan commits to the attainment of the following public service continuity objectives: 

• To champion the needs of the most vulnerable in our community through the strict implementation and compliance to the development 

priorities of the local government under the TOP CARES program: 

o T – ransparency, Accountability and Good Governance 

o O – rganizational Development and Empowerment 

o P – eace and Order and Public Safety 

o C – ommunity Involvement and Integration 

o A – agriculture, Tourism, History, Culture and Arts and Environmental Protection 

o R – evenue Generation and Livelihood Development 

o E – ducational and Technical Skills Development 

o S – ocial Programs 

• To safeguard human lives – clients, stakeholders, and employees;  

• To represent the public and to consider the well-being and interests of the municipality; 

• To ensure accountability and transparency of agency operations; 

• To adopt a comprehensive disaster risk reduction and management plan; 

• To formulate effective decision-making and communication processes, and continuous coordination among all Municipal Functionaries, 

Barangay Officials, National Agencies, and other stakeholders during incidents;  

• To reduce dependency on a certain office for specific critical functions;  

• To ensure organizational reliability through appropriate response and speedy recovery from disruptive events, and prompt resumption of 

mission essential functions; 

• To provide relevant, adequate, and timely information to its residents especially during the aftermath of man-made or natural disasters and 

calamities through public service announcements and other means; 

• To ensure the delivery of basic services even during disruptive events, namely: provision of financial assistance, aids, and grants; provision 

of safe and high-quality meat and other products in the public market; provision of safe, secure, and clean environment; and provision of 

health and counseling services, among others; 

• To protect agency properties and all records – paper-based or electronic – before, during, and after incidents; 

• To guarantee continuous improvement of the agency through public service continuity management; 
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4. Scope 

This PSCP is applicable to all offices – department and divisions – of the Municipal Government of Pinamalayan (MGOP), along with its partner 

agencies. 

 

 

5. Roles and Responsibilities 

5.1 Public Service Continuity Plan (PSCP) Technical Working Group (TWG) 

 The PSCP TWG is composed of the following: 

 Chairperson:  Mr. Marlo C. Rosales, LDRRM Officer III 

 Vice Chairperson: Mr. Ricardo A. Lim, SCO Focal/LGU Safety and Health Officer 

 Members:  Designated Safety Officers of all offices 

 Secretariat:  Human Resource Management Office (HRMO) 

➢ Formulate PSCP in accordance with the Office of the Civil Defense’s (OCD) guidelines 

➢ Ensure the continual improvement of the PSCP 

 

5.2 Head of Agency/Local Chief Executive 

➢ Ensure the establishment of the PSCP and its periodic monitoring and evaluation 

➢ Approve resource allocation for the implementation of the PSCP 

➢ Responsible for the resumption of mission essential functions during disruptive events 

➢ Supervise the implementation of PSCP 

➢ Ensure the continual improvement of the PSCP 

 

5.3 Municipal Administrator’s Office 

➢ Establish the guidelines and standards in compliance with the PSCP 

➢ Ensure implementation of the PSCP by all offices 

 

 

5.4 Municipal Disaster Risk Reduction and Management Office 

➢ Serve as the principal continuity coordinating office  

 

5.5 Human Resource and Management Office 

➢ Consolidate and evaluate personnel needs required to ensure the continuity of service delivery of every office 

➢ Monitor office compliance to the PSCP 

 

5.6 Municipal Treasury, Budget, and Accounting Offices 

➢ Allocate funds for the activation and implementation of the PSCP 

➢ Monitor financial matters related to PSCP 

➢ Resolve issues in the procurement of resources for PSCP implementation 

 

5.7 General Services Office 

➢ Take custody of, be accountable for, and maintain an accurate inventory of all properties, real or personal, owned by agency and those 

granted to it. 

➢ Establish and maintain archival and record management in terms of records of all offices. 

➢ Protect agency properties and records – paper-based or electronic – before, during, and after incidents. 

 

5.8 All Department Heads/Chiefs-of-Office 

➢ Orient the staff to the PSCP 

➢ Develop an Implementation Plan based on the PSCP 

➢ Identify specific personnel needs according to their duties and responsibilities 

➢ Ensure compliance to PSCP guidelines 

➢ Ensure quick resumption of mission essential functions 

 

 

5.9 All MGOP Employees 

➢ Comply with the PSCP 

 

6. Definition of Terms 

a. Alert — notification that a potential disruption is imminent or has occurred; (Business Continuity Institute (BCI) Glossary 2018)  

b. Alternate Site — a site held in readiness for use during/following an invocation of disaster recovery plans to continue urgent and important 

activities of an organization. (BCI Glossary 2018) 

c. Assumption — this defines the context upon which the plan is based or constrained. Consider availability of resources such as people, 

technology/equipment, facilities, and supply chain. 
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d. Call Tree — a document that graphically depicts the calling responsibilities and the calling order used to contact management, employees, 

customers, vendors, and other key contacts in the event of an emergency, disaster, or severe outage situation; (BCI Glossary 2018) 

e. Command Center — the (facility) location, local to the event but outside the immediate affected area, where tactical response, recovery and 

restoration activities are managed; (BCI Glossary 2018) 

f. Continual Improvement — recurring activity to enhance performance; (ISO 22300:2018) 

g. Continuity of Operations — management policy and procedures used to guide an enterprise response to a major loss of enterprise 

capabilities or damage to its' facilities. It defines the activities of individual departments and agencies and their subcomponents to ensure 

their essential functions are performed; (BCI Glossary 2018) 

h. Crisis — abnormal and unstable situation that threatens the organization’s strategic objectives, reputation, or viability; (BCI Glossary 2018) 

i. Disaster — situation where widespread human, material, economic or environmental losses have occurred which exceeded the ability of 

the affected organization, community, or society to respond and recover using its own resources; (BCI Glossary 2018) 

j. Disruption — An event that interrupts normal business, functions, operations, or processes, whether anticipated (e.g., hurricane, political 

unrest) or unanticipated (e.g., a blackout, terror attack, technology failure, or earthquake); (BCl Glossary 2018) 

k. Hot Site — a facility equipped with full technical requirements including IT, telecoms, and infrastructure, and which can be used to provide 

rapid resumption of operations; (BCl Glossary 2018) 

l. Incident — situation that might be, or could lead to, a disruption, loss, emergency, or crisis; (BCl Glossary 2018) 

m. Incident Command System (ICS) — the combination of facilities, equipment, personnel, procedures, and communications operating within 

a common organizational structure, designed to aid in domestic incident management activities. It is used for a broad spectrum of 

emergencies, from small to complex incidents, both natural and manmade, including acts of catastrophic terrorism; (FEMA) 

n. Mission Essential Functions — the limited set or organization-level government functions that must be continued throughout, or resumed 

rapidly after, a disruption of normal activities; (DOE PSCP) 

o. Public Service Continuity — refers to business continuity for the public sector; refers to the capability of the organization to continue delivery 

of products or services at acceptable predefined levels following disruptive incident; (DOE PSCP) 

p. Public Service Continuity Plan (PSCP) — refers to the business continuity plan for the public sector; refers to the documented procedures 

that guide organizations to respond, recover, resume, and restore to a pre-defined level of operation following disruption; (DOE PSCP) 

q. Recovery — implementing the prioritized actions required to return the processes and support functions to operational stability following an 

interruption or disaster; (BCl Glossary 2018) 

r. Recovery Time Objective — the period of time within which systems, applications, or functions must be recovered after an outage. RTO 

includes the time required for: assessment, execution, and verification; (BCl Glossary 2018) 

s. Testing — a means of determining the presence, quality or veracity of something; (ISO 22300:2018) 

 

7. Planning Assumptions 

The Continuity Plan is based on the following assumptions: 

• An Incident Command System within the organization has been established. 

• Alternate facilities are identified and available for use after a threat or disaster. 

• LGU Offices could be partially damaged or inaccessible for a period of 30 to 60 days depending on the result of the impact 

analysis/damage assessment. 

• Critical resources (e.g., information communication technology, water, electricity) are available. 

• COVID-19 Taskforce and Teams such as Contact Tracing, Diagnostic and Testing, Patient Management and Monitoring, Verification, 

Disinfection, Logistics and Resource Support Team has been established. 

• Isolation facilities has been established. 

 

8.  Mission Essential Functions and Recovery Time Objectives   

8.1 Processes 

•  Management Processes 

The management processes are those that are needed for oversight functions and governance of LGU Pinamalayan. 

• Operation Processes/Core Processes 

These are the processes needed to realize the planned activities in performing the processes and allowing LGU Pinamalayan to 

deliver its expected outputs. 

• Support Processes 

The Support Processes provide the necessary administrative and logistical support to the Management and Operations for the 

effective implementation and delivery of LGU Pinamalayan outputs. 
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8.1.1 Mission Essential Functions – By Quadrant 

  ESSENTIAL NON-ESSENTIAL (during an emergency) 

MISSION  

Exercise general supervision and control over all programs, projects, services and activities of the municipal 
government. 

Conduct of Trainings for Retirement, Leave, and Loan for Employees and other relevant seminars 

Enforce all laws and ordinances relative to the governance of the municipality and the exercise of its corporate 
powers, implement all approved policies, programs, projects, services and activities of the municipality. 

Process of Requests for Official Documents including Retirement, Leave, Loan, and Others 

Initiate and maximize the generation of resources and revenues and apply the same to the implementation of the 
development plans, programs, and objectives. 

Recruitment, Selection, and Placement Process of New Employees 

Ensure the delivery of Basic Services and the provision of Adequate facilities Prepare General Payroll of regular and non-regular office personnel, Magna Carta and RATA payrolls 

Disseminate Information & Deliver Efficient Interpersonal Communication within and outside the Agency. Facilitation of Compensation for Approved Overtime Services 

Review of IPCR as essential part  of Performance Management  

Procurement Services Preparation and conduct of  L&D Trainings/Activities and other Initiatives 

Security Services Provide assistance on implementation of annual PRAISE recognition 

Repair and Maintenance of Government Buildings and Facilities Inventory and Disposal  

Insurance of Government Building and Vehicle Zoning Services (Issuance of Locational Clearance, Zoning Certification and Zoning Business Permit) 

Management of Light and Heavy Equipment Disseminate/ Announce Job Fair/Recruitment Activities  Information via letter or E-mail/Social media post 

Maintenance and recovery of data for Business Permits and Licensing Office transactions Provide and Distribute Recruitment Forms 

Disseminate Information, Schedule and requirements of Recruitment Activities Special recruitment activities for 
Overseas Employment & Local Recruitment activity (LRA) for local employment 

Issuance of No Objection certificate for the conduct of SRA/LRA 

Checklist of Requirements & Resume 

Implementation of Special Program for Employment of Students Conduct Information, Education, Campaign (IEC) activities on environmental and forestry laws and ordinances 

Disseminate Information, Schedule and requirement of DOLE-TUPAD (Tulong Panghanap-buhay sa Ating 
Disadvantage/Displaced Workers) 

Develop plans and implement Environmental Programs and Projects 

Collect and dispose garbage from barangays, public market and establishments Attending to request on assistance in cleaning or clearing operations 

Maintain cleanliness of Poblacion areas or town proper of Pinamalayan through daily sweeping and clearing 
operations 

Maintenance of Risk and Hazard Map 

Monitoring on barangay, public market and other establishments on implementation and compliance on 
environmental laws and other ordinances 

Conduct of DRRM Research Development & Initiatives 

Responding to clearing operation in occurrence of disruptive incidents Maintenance of Building and Facilities 

Disseminate Information & Raise Public Awareness Technical assistance to municipal functionaries, barangay officials and other stakeholders 

Respond To and Manage The Adverse Effects of Emergencies Overseeing of capacity development program 

Ensure effective connectivity (voice and data) to OCD Regional Offices (OCDROs) and support agencies. Formulation/ Review and Updating of administrative, operational and fiscal policies and Plans 

Slaughter and Meat Inspection Issuance of Occupancy Clearance 

Condemnation of Animal or Meat Development Planning and Investment Programming 

Supervision, Monitoring, Coordination and Evaluation Activities Development Management and Coordination 

Supervision of disaster related response program, projects and activities  Development Monitoring and Evaluation 

Provision of information and advice on the municipality's operations Advisory and Technical Assistance 
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  ESSENTIAL NON-ESSENTIAL (during an emergency) 
Issuance of Cash Tickets Responding to Queries, Accommodating Interview, Accomplishing Questionnaires, and other related tasks 

Inspection of Delivery of Goods and Services Review of Barangay Budget 

Registration of Birth, Marriage and Death Securing of Schedule of Appointment for Review of Barangay Development Plans and Investment Programs 

Issuance of Marriage Licenses Review of Barangay Development Plans and Investment Programs in Full Council Meeting 

Prepare Municipal Annual and Supplemental Budgets Statistical Products and Database Services 

Review Barangay and SK Annual and Supplemental Budgets Website Administration 

Provide technical assistance to Barangay and SK Budgeting Transcription of Certificate of Birth, Marriage and Death 

Prepare Annual Investment Plan Correction Typographical or Clerical Error  

Prepares Office Annual Procurement Plan and Project Procurement Plan Legitimation of Child 

Prepare LGU Integrated Financial Tools (LIFT) quarterly Prepare Statement of Appropriation, Allotment and Obligation (SAAOB) quarterly 

Record/Control Obligations Requests, Purchase Requests as to existence of appropriation Prepare LFC Certification of Reprogramming/Realignment 

Review supporting documents of CAFOA Take custody of all supplies and properties of the office 

Financial Assistance Activity Designs 

Counseling Services Social Case Study Report (Walk-in clients for financial assistance) 

Emergency Relief Assistance/Food for Work Financial Assistance 

Inventory of Disadvantaged Sectors   (Children, Women, Solo Parents, Senior Citizens, Persons with Disabilities and 
Indigenous People) 

Certification 

Identification Cards 

Acting on Request for the Passage of a Resolution and Ordinances Technical Assistance 

Certification on Appropriations, Funds and Obligation of Allotments (CAFOA) as to availability of funds Accreditation of Civil Society and Non-Government Organizations  

Issuance of Municipal Accountant's Advice for Check Disbursements (MAACD) Acting on Request for Reclassification of Lands 

Processing of Financial Claims Issuance of Certificate of Appearance (CA) 

Appraisal of Land Declared for the First Time, Building and Other Structures, Machineries and Equipment Provision of a Copy of Legislative Documents 

Provision of Assistance in Accessing Library Materials On-Site 

Design, Planning and Programming of Projects Provision of Assistance in Borrowing Library Materials 

Project Management and Implementation Provision of Library Free Internet Access 

Inspection and Acceptance of Material Delivery Issuance of Certificate of Availability of Funds (CAF) 

Provision of Agricultural Intervention Financial Reports 

Agricultural Risk and Damage Assessment and Reporting Correction of Tax Declaration 

Provision of technical assistance Issuance of Certified True Copy of Tax Declaration and  

Maintain appropriate infection prevention and control measures by adhering to minimum health standards Other Certifications (Non-existing Improvement, Property  

Ensure timely detection of cases; Adherence to the epidemiologic investigation and surveillance Holding, Aggregate Landholdings and No liens)  

Contact Tracing Provision of Assistance on Research of Tax Declaration  

Management of Confirmed COVID-19 Cases and Other Assessment Documents  

Specimen Collection in Patients that are for RTPCR Transfer of Ownership of Tax Declaration 

Out Patient Consultation and Provision of Primary Health Care Services Updating of Declaration of Real Property Tax Units 
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  ESSENTIAL NON-ESSENTIAL (during an emergency) 
Continous Covid-19 Vaccination  as to Actual Use of Property 

Health assessment of individuals affected by the disaster Project Monitoring (Inspection of Projects)   

Collect Local Revenue Income and Regulatory Fees and Charges Regulatory Services (Building, Occupancy, Fencing, Demolition, Excavation, Annual Building Inspection, 
Permit) 

Disbursements of Cash and Checks Provision of tractor services 

Updating of Cashbook Issuance of certificates (trees, animals, farmers, fishing vessels) 

Registration and Regulatory Services 

Procurement of medicine, medical supplies and equipment. 

Laboratory procedures for OPD  

Conducting Expanded Program for Immunization 

Dental Care 

Allotment and Distribution of TB Drugs  and Sputum collection 

Prepare Revenue Generation and Mobilization Plan 

Prepare Revenue Forecast 

Prepare LGU Integrated Financial Tools (LIFT) Quarterly  

Prepare Monthly and Quarterly Financial Reports 

Business Closure 

Record Management 

Prepare Remittances 

NON-
MISSION 

Supplies Procurement and Finances Provide Assistance and Implementation of EPSP 

Utilization of ICT Services  Recovering of all soft copy of Data that are essentials for the BPLO office transactions 

Provision of Consultation Service Regarding Public Employment-related Concerns Issuance of Certificate of Appearance 

Manage Budget & Finance Conduct of Retirement Guidance for Employees 

Conduct and monitor Procurement Process and other office documents Basic Electronic Services - With Payment (for Private Sector) 

Maintain compactor trucks operational and functional for garbage collection Basic Electronic Services - Without Payment (for Government Sector) 

Management of Logistics e-Literacy Program - With Payment (All) 

Manage Budget & Finance e-Literacy Program - Without Payment (Residents only) 

Planning and Budgeting Research and Reference Materials - With Payment (All) 

Supervision and Evaluation of Personnel Research and Reference Materials - With Payment (Government Sector) 

Procurement Services Software Maintenance and Hardware Servicing - With Payment (All) 

Internal Control System Software Maintenance and Hardware Servicing - Without Payment (All Government Agency) 

Public Assistance for Public Announcement Enhancement of Ordinance and Resolution 

Public Assistance for CCTV Review Issuance of Certificate of Net Take Home Pay 

Submission of Monthly Report of Registration of Live Birth, Marriage and Death to PSA-Provincial Office (Hard and 
Soft Copy) 

Maintenance of Farm Tractors 
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  ESSENTIAL NON-ESSENTIAL (during an emergency) 
Repair, Maintenance, Monitoring of Buildings/Offices, Infrastructure,  Streetlights, Recodo Port, and Heavy 
Equipment. 

Crop Status Reporting 

Processing of Communications, Procurement, Personnel documents and  Vehicle documents  Marine Protected Area and Fishery Laws Compliance Monitoring 

Processing of Program  of Works (POW) Conduct Orientation and Symposium 

Vaccination Campaign and Promotion Issuance of medical certificate, sanitation permit and other clearances 

Hiring of Personnel 

Maternal, Neonatal and Child Health  Nutrition 

 

 

8.1.2 Mission Essential Functions - Function Categorizational Table 

OFFICES 
FUNCTION CATEGORIZATIONAL TABLE 

Q1: MISSION ESSENTIAL FUNCTION Q2:MISSION NON-ESSENTIAL FUNCTION 
Q3: NON-MISSION 

ESSENTIAL FUNCTION 
Q4: NON-MISSION NON-ESSSENTIAL 

FUNCTION 

MAYOR'S OFFICE  

Exercise general supervision and control over all programs, 
projects, services and activities of the municipal government. 

      

Enforce all laws and ordinances relative to the governance of the 
municipality and the exercise of its corporate powers, implement all 
approved policies, programs, projects, services and activities of the 
municipality. 

Initiate and maximize the generation of resources and revenues 
and apply the same to the implementation of the development 
plans, programs, and objectives. 

Ensure the delivery of Basic Services and the provision of 
Adequate facilities 

HUMAN RESOURCE 
MANAGEMENT 

DIVISION 

Disseminate Information & Deliver Efficient Interpersonal 
Communication within and outside the Agency. 

Conduct of Trainings for Retirement, Leave, and Loan for Employees 
and other relevant seminars 

Supplies Procurement and 
Finances 

Provide Assistance and Implementation 
of EPSP 

Process of Requests for Official Documents including Retirement, 
Leave, Loan, and Others 

Utilization of ICT Services  

Recruitment, Selection, and Placement Process of New Employees 

Prepare General Payroll of regular and non-regular office personnel, 
Magna Carta and RATA payrolls 

Facilitation of Compensation for Approved Overtime Services 

Review of IPCR as essential part  of Performance Management  

Preparation and conduct of  L&D Trainings/Activities and other Initiatives 

Provide assistance on implementation of annual PRAISE recognition 
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OFFICES 
FUNCTION CATEGORIZATIONAL TABLE 

Q1: MISSION ESSENTIAL FUNCTION Q2:MISSION NON-ESSENTIAL FUNCTION 
Q3: NON-MISSION 

ESSENTIAL FUNCTION 
Q4: NON-MISSION NON-ESSSENTIAL 

FUNCTION 

GENERAL 
SERVICES OFFICE 

Procurement Services Inventory and Disposal      

Security Services 

Repair and Maintenance of Government Buildings and Facilities 

Insurance of Government Building and Vehicle 

ZONING DIVISION / 
MOTORPOOL 
OPERATIONS 

Management of Light and Heavy Equipment Zoning Services (Issuance of Locational Clearance, Zoning Certification 
and Zoning Business Permit) 

    

PERMITS AND  
LICENSES DIVISION 

Maintenance and recovery of data for Business Permits and 
Licensing Office transactions 

    Recovering of all soft copy of Data that 
are essentials for the BPLO office 
transactions 

SPECIAL 
CONCERNS 

OFFICE  

Disseminate Information, Schedule and requirements of Recruitment 
Activities Special recruitment activities for Overseas Employment & 
Local Recruitment activity (LRA) for local employment 

Disseminate/ Announce Job Fair/Recruitment Activities  Information via 
letter or E-mail/Social media post 

Provision of Consultation 
Service Regarding Public 
Employment-related 
Concerns 

Issuance of Certificate of Appearance 

Implementation of Special Program for Employment of Students Provide and Distribute Recruitment Forms 

Disseminate Information, Schedule and requirement of DOLE-
TUPAD (Tulong Panghanap-buhay sa Ating 
Disadvantage/Displaced Workers) 

Issuance of No Objection certificate for the conduct of SRA/LRA 

Checklist of Requirements & Resume 

MUNICIPAL 
ENVIRONMENT 
AND NATURAL 
RESOURCES 

MANAGEMENT 
DIVISION 

Collect and dispose garbage from barangays, public market and 
establishments 

Conduct Information, Education, Campaign (IEC) activities on 
environmental and forestry laws and ordinances 

Manage Budget & Finance   

Maintain cleanliness of Poblacion areas or town proper of 
Pinamalayan through daily sweeping and clearing operations 

Develop plans and implement Environmental Programs and Projects Conduct and monitor 
Procurement Process and 
other office documents 

Monitoring on barangay, public market and other establishments on 
implementation and compliance on environmental laws and other 
ordinances 

Attending to request on assistance in cleaning or clearing operations Maintain compactor trucks 
operational and functional 
for garbage collection 

Responding to clearing operation in occurrence of disruptive 
incidents 

MUNICIPAL 
DISASTER RISK 

REDUCTION AND 
MANAGEMENT 

OFFICE 

Disseminate Information & Raise Public Awareness Maintenance of Risk and Hazard Map Management of Logistics Conduct of Retirement Guidance for 
Employees Respond To and Manage The Adverse Effects of Emergencies Conduct of DRRM Research Development & Initiatives Manage Budget & Finance 
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OFFICES 
FUNCTION CATEGORIZATIONAL TABLE 

Q1: MISSION ESSENTIAL FUNCTION Q2:MISSION NON-ESSENTIAL FUNCTION 
Q3: NON-MISSION 

ESSENTIAL FUNCTION 
Q4: NON-MISSION NON-ESSSENTIAL 

FUNCTION 

SLAUGHTERHOUSE 
OPERATIONS 

DIVISION 

Slaughter and Meat Inspection Maintenance of Building and Facilities Planning and Budgeting   

Condemnation of Animal or Meat Supervision and Evaluation 
of Personnel 

Procurement Services 

MUNICIPAL 
ADMINISTRATOR'S 

OFFICE 

Formulation and/or Review of policies, system and procedures in 
the delivery of public services 

Technical assistance to municipal functionaries, barangay officials and 
other stakeholders 

Internal Control System   

Supervision, Monitoring, Coordination and Evaluation Activities Overseeing of capacity development program 

Supervision of disaster related response program, projects and 
activities 

Formulation/ Review and Updating of administrative, operational and 
fiscal policies and Plans 

Provision of information and advice on the municipality's 
operations 

 

MARKET 
OPERATIONS 
DEPARTMENT 

Issuance of Cash Tickets Issuance of Occupancy Clearance Public Assistance for Public 
Announcement 

  

Public Assistance for CCTV 
Review 

MUNICIPAL 
PLANNING AND 
DEVELOPMENT 

OFFICE 

Inspection of Delivery of Goods and Services Development Planning and Investment Programming   Basic Electronic Services - With Payment 
(for Private Sector) 

Development Management and Coordination Basic Electronic Services - Without 
Payment (for Government Sector) 

Development Monitoring and Evaluation e-Literacy Program - With Payment (All) 

Advisory and Technical Assistance e-Literacy Program - Without Payment 
(Residents only) 

Responding to Queries, Accommodating Interview, Accomplishing 
Questionnaires, and other related tasks 

Research and Reference Materials - With 
Payment (All) 

Review of Barangay Budget Research and Reference Materials - With 
Payment (Government Sector) 

Securing of Schedule of Appointment for Review of Barangay 
Development Plans and Investment Programs 

Software Maintenance and Hardware 
Servicing - With Payment (All) 

Review of Barangay Development Plans and Investment Programs in 
Full Council Meeting 

Software Maintenance and Hardware 
Servicing - Without Payment (All 
Government Agency) Statistical Products and Database Services 

Provision of Well-maintained Records, Official Documents and reference 
Materials for Research Work and Studies 

Website Administration 
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OFFICES 
FUNCTION CATEGORIZATIONAL TABLE 

Q1: MISSION ESSENTIAL FUNCTION Q2:MISSION NON-ESSENTIAL FUNCTION 
Q3: NON-MISSION 

ESSENTIAL FUNCTION 
Q4: NON-MISSION NON-ESSSENTIAL 

FUNCTION 

MUNICIPAL CIVIL 
REGISTRY OFFICE 

Registration of Birth, Marriage and Death Transcription of Certificate of Birth, Marriage and Death Submission of Monthly 
Report of Registration of 
Live Birth, Marriage and 
Death to PSA-Provincial 
Office (Hard and Soft Copy) 

  

Issuance of Marriage Licenses Correction Typographical or Clerical Error  

Legitimation of Child 

MUNICIPAL 
BUDGET  OFFICE 

Prepare Municipal Annual and Supplemental Budgets Prepare Statement of Appropriation, Allotment and Obligation (SAAOB) 
quarterly 

    

Review Barangay and SK Annual and Supplemental Budgets Prepare LFC Certification of Reprogramming/ Realignment 

Provide technical assistance to Barangay and SK Budgeting Take custody of all supplies and properties of the office 

Prepare Annual Investment Plan 

Prepares Office Annual Procurement Plan and Project 
Procurement Plan 

Prepare LGU Integrated Financial Tools (LIFT) quarterly 

Record/Control Obligations Requests, Purchase Requests as to 
existence of appropriation 

Review supporting documents of CAFOA 

MUNICIPAL SOCIAL 
WELFARE 

DEVELOPMENT 
OFFICE 

Financial Assistance Activity Designs     

Counseling Services Social Case Study Report (Walk-in clients for financial assistance) 

Emergency Relief Assistance/Food for Work Financial Assistance 

Inventory of Disadvantaged Sectors   (Children, Women, Solo 
Parents, Senior Citizens, Persons with Disabilities and Indigenous 
People) 

Certification 

Identification Cards 

Technical Assistance 

OFFICE OF THE 
VICE-MAYOR AND 

THE 
SANGGUNIANG 

BAYAN 

Acting on Request for the Passage of a Resolution and Ordinances Accreditation of Civil Society and Non-Government Organizations    Enhancement of Ordinance and 
Resolution Acting on Request for Reclassification of Lands 

Issuance of Certificate of Appearance (CA) 

Provision of a Copy of Legislative Documents 

Provision of Assistance in Accessing Library Materials On-Site 

Provision of Assistance in Borrowing Library Materials 

Provision of Library Free Internet Access 
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OFFICES 
FUNCTION CATEGORIZATIONAL TABLE 

Q1: MISSION ESSENTIAL FUNCTION Q2:MISSION NON-ESSENTIAL FUNCTION 
Q3: NON-MISSION ESSENTIAL 

FUNCTION 
Q4: NON-MISSION NON-ESSSENTIAL 

FUNCTION 

MUNICIPAL 
ACCOUNTING  

OFFICE 

Certification on Appropriations, Funds and Obligation of Allotments 
(CAFOA) as to availability of funds 

Issuance of Certificate of Availability of Funds (CAF)   Issuance of Certificate of Net Take Home 
Pay 

Issuance of Municipal Accountant's Advice for Check 
Disbursements (MAACD) 

Financial Reports 

Processing of Financial Claims 

MUNICIPAL 
ASSESSOR'S 

OFFICE 

Appraisal of Land Declared for the First Time, Building and Other 
Structures, Machineries and Equipment 

Correction of Tax Declaration     

Issuance of Certified True Copy of Tax Declaration and  

Other Certifications (Non-existing Improvement, 
Property  

Holding, Aggregate Landholdings and No liens)  

Provision of Assistance on Research of Tax Declaration  

and Other Assessment Documents  

Transfer of Ownership of Tax Declaration 

Updating of Declaration of Real Property Tax Units 

 as to Actual Use of Property 

MUNICIPAL 
ENGINEERING 

OFFICE 

Design, Planning and Programming of Projects Project Monitoring (Inspection of Projects)   Repair, Maintenance, Monitoring of 
Buildings/Offices, Infrastructure, 
Streetlights, Recodo Port, and Heavy 
Equipment. 

  

Project Management and Implementation Regulatory Services (Building, Occupancy, Fencing, 
Demolition, Excavation, Annual Building Inspection, 
Permit) 

Processing of Communications, 
Procurement, Personnel documents and  
Vehicle documents  

Inspection and Acceptance of Material Delivery Processing of Program  of Works (POW) 

MUNICIPAL 
AGRICULTURE 

OFFICE 

Provision of Agricultural Intervention Provision of tractor services   Maintenance of Farm Tractors 

Agricultural Risk and Damage Assessment and Reporting Issuance of certificates (trees, animals, farmers, fishing 
vessels) 

Crop Status Reporting 

Provision of technical assistance Registration and Regulatory Services Marine Protected Area and Fishery Laws 
Compliance Monitoring 
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OFFICES 
FUNCTION CATEGORIZATIONAL TABLE 

Q1: MISSION ESSENTIAL FUNCTION Q2:MISSION NON-ESSENTIAL FUNCTION 
Q3: NON-MISSION ESSENTIAL 

FUNCTION 
Q4: NON-MISSION NON-ESSSENTIAL 

FUNCTION 

MUNICIPAL 
HEALTH OFFICE 

Maintain appropriate infection prevention and control measures by 
adhering to minimum health standards 

Procurement of medicine, medical supplies and 
equipment. 

Vaccination Campaign and Promotion Conduct Orientation and Symposium 

Ensure timely detection of cases; Adherence to the epidemiologic 
investigation and surveillance 

Laboratory procedures for OPD  Hiring of Personnel Issuance of medical certificate, sanitation 
permit and other clearances 

Contact Tracing Maternal, Neonatal and Child Health  
Nutrition Management of Confirmed COVID-19 Cases 

Specimen Collection in Patients that are for RTPCR 

Out Patient Consultation and Provision of Primary Health Care 
Services 

Continous Covid-19 Vaccination Conducting Expanded Program for Immunization 

Health assessment of individuals affected by the disaster Dental Care 

Allotment and Distribution of TB Drugs  and Sputum 
collection 

MUNICIPAL 
TREASURY  OFFICE 

Collect Local Revenue Income and Regulatory Fees and Charges Prepare Revenue Generation and Mobilization Plan     

Disbursements of Cash and Checks Prepare Revenue Forecast 

Updating of Cashbook Prepare LGU Integrated Financial Tools (LIFT) 
Quarterly  

Prepare Monthly and Quarterly Financial Reports 

Business Closure 

Record Management 

Prepare Remittances 

The mission-essential functions (MEFs) are formulated upon the mandate and core services of each department, division, and unit comprising the municipal government of Pinamalayan. 

The frontline offices together with the support offices of the agency have mapped out their primary plans of action and recovery-time objectives hinged on their identified mission-essential functions. This ensures that even during the disruption of work, 
the critical services of the agency are well-functioning and fully operational. 

Table 8.1.1, under Q1: Mission-Essential Function column, displays the list of services identified by each office as an essential part/s of their mandate. The third column under Q2: Mission-Non-essential Function identifies the services provided by 
each department, division, and unit considered as non-essential in times of disruptive events. The fourth column under Q3: Non-mission-Essential Function, lists down services provided by each department, division, and unit necessary for the continuity 
of operations but is not part of the core services of the office. The fifth column under Q4: Non-mission-Non-essential Function are services provided by each department, division, and unit that are not part of the core services of the office and considered 
non-essential in times of disruptive events. 
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The mission-essential functions of the agency as shown in Table 8.1.1 cover provision of necessities in time of natural or man-made disasters; delivery of necessary assistance to affected clients and stakeholders; information dissemination and 
awareness; monitoring, evaluation, and coordination of various agencies related to disaster-response programs; maintenance and recovery of data; implementation of appropriate preventive measures and control; provision of agricultural intervention; 
and responding to clearing operations in the occurrence of disruptive events. 

Most mission-essential functions, under Q1: Mission-Essential Function column, have the recovery time objective of Tier 1 (T1) which means that the recovery of their mission-essential function/s will be between the first 0-12hrs of emergency. The 
consolidated table indicates that frontline and many support services require quick action from the onset of the emergency to recover their operations. Such services include executive, administrative, financial, and monitoring and intervention, data 
recovery, and procurement functions.  

Services under Tier 2 (T2) that have between 12 -24 hrs. timeframe for the resumption of operations, require adequate time to process data to be able to manage the tasks at hand. For instance, on the threat of COVID-19, the Municipal Health Office 
needs to allocate sufficient time in monitoring cases for COVID-19, contact tracing, and detection and management of cases.  

Services under Tier 3 (T3) which requires a 24-48hrs time frame for the recovery of mission essential functions need longer assessment and intervention subsequent to the disruptive event.  

Some offices have the recovery time objective of Tier 5 (T5) for their mission essential functions from 72 hours and beyond as such services confront the aftermath of the disruptive incidents. 

Various threats and risks were also identified by the agency in Table. 8.2. This assessment distinguishes the dynamics between the threats, risks, impact, and current measures and controls implemented by the agency.  

From the frequency of the threats, the agency also assessed the severity and its impact on people, infrastructure, non-infrastructure, and services.  
 

 

 

8.1.3 Recovery Time Objectives 

OFFICE/   DEPARTMENT    MISSION ESSENTIAL FUNCTIONS 

RECOVERY TIME OBJECTIVE (RTO) 

Tier 1- (T1) Tier 2 -(T2) Tier 3 -(T3) Tier 4 - (T4) Tier 5 -(T5) 

(0-12 hrs) (12-24 hrs) (24-48 hrs) (48-72 hrs) 
72 hrs and 

beyond 

MAYOR'S OFFICE 

Exercise general supervision and control over all programs, projects, services and activities of the 
municipal government. 

 ☐ ☐ ☐ ☐ 

Enforce all laws and ordinances relative to the governance of the municipality and the exercise of its 
corporate powers, implement all approved policies, programs, projects, services and activities of the 
Municipality. 

 

☐ ☐ ☐ ☐ 

Initiate and maximize the generation of resources and revenues and apply the same to the 
implementation of the development plans, programs, and objectives. 

 
☐ ☐ ☐ ☐ 

Ensure the delivery of Basic Services and the provision of Adequate facilities  ☐ ☐ ☐ ☐ 

HUMAN RESOURCE MANAGEMENT Disseminate Information & Deliver Efficient Interpersonal Communication within and outside the Agency  ☐ ☐ ☐ ☐ 
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OFFICE/   DEPARTMENT    MISSION ESSENTIAL FUNCTIONS 

RECOVERY TIME OBJECTIVE (RTO) 

Tier 1- (T1) Tier 2 -(T2) Tier 3 -(T3) Tier 4 - (T4) Tier 5 -(T5) 

(0-12 hrs) (12-24 hrs) (24-48 hrs) (48-72 hrs) 
72 hrs and 

beyond 

GENERAL SERVICES OFFICE 

Procurement Services ☐ ☐ ☐ ☐  

Inventory and Disposal ☐ ☐ ☐ ☐  

Repair and Maintenance of Government Buildings and facilities ☐ ☐ ☐ ☐  

Insurance of Government building and Vehicle  ☐ ☐ ☐ ☐ 

ZONING DIVISION AND MOTORPOOL 
OPERATIONS 

Management of Light and Heavy Equipment 
 

☐ ☐ ☐ ☐ 

PERMITS & LICENSES DIVISION Maintenance and recovery of data for Issuance of Business Permits and Licensing Office transactions  ☐ ☐ ☐ ☐ 

SPECIAL CONCERNS OFFICE 

Disseminate Information, Schedule and requirements of Recruitment Activities Special recruitment 
activities for Overseas Employment & Local Recruitment activity (LRA) for local employment 

 
☐ ☐ ☐ ☐ 

Implementation of Special Program for Employment of Students  ☐ ☐ ☐ ☐ 

Disseminate Information, Schedule and requirement of DOLE-TUPAD (Tulong Panghanap-buhay sa Ating 
Disadvantage/Displaced Workers 

 
☐ ☐ ☐ ☐ 

MUNICIPAL ENVIRONMENT AND 
NATURAL RESOURCES MANAGEMENT 

OFFICE 

Collect and dispose garbage from barangays, public market and establishments  ☐ ☐ ☐ ☐ 

Maintain cleanliness of Poblacion areas or town proper of Pinamalayan through daily sweeping and 
clearing operations 

 
☐ ☐ ☐ ☐ 

Monitoring on barangay, public market and other establishments on implementation and compliance on 
environmental laws and other ordinances 

 
☐ ☐ ☐ ☐ 

Responding to clearing operation in occurrence of disruptive incidents  ☐ ☐ ☐ ☐ 

MUNICIPAL DISASTER RISK REDUCTION 
AND MANAGEMENT OFFICE 

Disseminate Information & Raise Public Awareness  ☐ ☐ ☐ ☐ 

Respond To and Manage The Adverse Effects of Emergencies  ☐ ☐ ☐ ☐ 

SLAUGHTERHOUSE OPERATIONS 
DIVISION 

Responding to clearing operation in occurrence of disruptive incidents  ☐ ☐ ☐ ☐ 

Condemnation of Animal or Meat  ☐ ☐ ☐ ☐ 

MUNICIPAL ADMINISTRATOR'S OFFICE 

Formulation and/or Review of policies, system and procedures in the delivery of 
public services 

 
☐ ☐ ☐ ☐ 

Supervision, Monitoring, Coordination and Evaluation Activities  ☐ ☐ ☐ ☐ 

Supervision of disaster related response program, projects and activities  ☐ ☐ ☐ ☐ 

Provision of information and advice on the municipality's operations  ☐ ☐ ☐ ☐ 

MARKET OPERATIONS DEPARTMENT Issuance of Cash Tickets  ☐ ☐ ☐ ☐ 

MUNICIPAL PLANNING AND 
DEVELOPMENT OFFICE 

Inspection of Delivery of Goods and Services 
 

☐ ☐ ☐ ☐ 
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OFFICE/   DEPARTMENT    MISSION ESSENTIAL FUNCTIONS 

RECOVERY TIME OBJECTIVE (RTO) 

Tier 1- (T1) Tier 2 -(T2) Tier 3 -(T3) Tier 4 - (T4) Tier 5 -(T5) 

(0-12 hrs) (12-24 hrs) (24-48 hrs) (48-72 hrs) 
72 hrs and 

beyond 

MUNICIPAL CIVIL REGISTRAY OFFICE 
Registration of Birth, Marriage and Death  ☐ ☐ ☐ ☐ 

Issuance of Marriage Licenses  ☐ ☐ ☐ ☐ 

MUNICIPAL BUDGET  OFFICE 

Prepare Municipal Annual and Supplemental Budgets  ☐ ☐ ☐ ☐ 

Review Barangay and SK Annual and Supplemental Budgets  ☐ ☐ ☐ ☐ 

Provide technical assistance to Barangay and SK Budgeting 
 ☐ ☐ ☐ ☐ 

 ☐ ☐ ☐ ☐ 

Prepare Annual Investment Plan  ☐ ☐ ☐ ☐ 

Prepares Office Annual Procurement Plan and Project Procurement Plan  ☐ ☐ ☐ ☐ 

Prepare LGU Integrated Financial Tools (LIFT) quarterly  ☐ ☐ ☐ ☐ 

Record/Control Obligations Requests, Purchase Requests as to existence of appropriation  ☐ ☐ ☐ ☐ 

Review supporting documents of CAFOA  ☐ ☐ ☐ ☐ 

MUNICIPAL SOCIAL WELFARE 
DEVELOPMENT OFFICE 

Financial Assistance  ☐ ☐ ☐ ☐ 

Counselling Services  ☐ ☐ ☐ ☐ 

Emergency Relief Assistance/Food for Work  ☐ ☐ ☐ ☐ 

Inventory of Disadvantaged Sectors ( Children, Women, Solo Parents, Senior Citizens, Persons with 
Disabilities and Indigenous People) 

 
☐ ☐ ☐ ☐ 

OFFICE OF THE VICE-MAYOR AND THE 
SANGGUNIANG BAYAN 

Acting on Request for the Passage of a Resolution 
 

☐ ☐ ☐ ☐ 

MUNICIPAL ACCOUNTING  OFFICE 

Certification on Appropriations, Funds and Obligation of Allotments (CAFOA) as to availability of funds  ☐ ☐ ☐ ☐ 

Issuance of Municipal Accountant's Advice for Cheque Disbursements (MAACD)  ☐ ☐ ☐ ☐ 

Processing of Financial Claims  ☐ ☐ ☐ ☐ 

MUNICIPAL ASSESSOR'S OFFICE Appraisal of Land Declared for the First Time, Building and Other Structures, Machineries and Equipment  ☐ ☐ ☐ ☐ 

MUNICIPAL ENGINEERING OFFICE 

Design, Planning and Programming of Projects ☐ ☐  ☐ ☐ 

Project Management and Implementation ☐ ☐  ☐ ☐ 

Inspection and Acceptance of Material Delivery  ☐ ☐ ☐ ☐ 

MUNICIPAL AGRICULTURE OFFICE 

Provision of Agricultural Intervention ☐ ☐  ☐ ☐ 

Agricultural Risk and Damage Assessment and Reporting ☐ ☐  ☐ ☐ 

Provision of technical assistance ☐ ☐  ☐ ☐ 
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OFFICE/   DEPARTMENT    MISSION ESSENTIAL FUNCTIONS 

RECOVERY TIME OBJECTIVE (RTO) 

Tier 1- (T1) Tier 2 -(T2) Tier 3 -(T3) Tier 4 - (T4) Tier 5 -(T5) 

(0-12 hrs) (12-24 hrs) (24-48 hrs) (48-72 hrs) 
72 hrs and 

beyond 

MUNICIPAL HEALTH OFFICE 

Maintain appropriate infection prevention and control measures by adhering to minimum health standards  ☐ ☐ ☐ ☐ 

 Ensure timely detection of cases; Adherence to the epidemiologic investigation and surveillance ☐  ☐ ☐ ☐ 

Contact Tracing  ☐  ☐ ☐ ☐ 

Management of Cases ☐  ☐ ☐ ☐ 

Specimen Collection in Patients that are for RTPCR ☐ ☐  ☐ ☐ 

Out Patient Consultation and Provision of Primary Health Care Services  ☐ ☐ ☐ ☐ 

Continuous Covid-19 Vaccination  ☐ ☐ ☐ ☐ 

Health assessment of individuals affected by the disaster  ☐ ☐ ☐ ☐ 

MUNICIPAL TREASURY OFFICE 

Collect Local Revenue Income and Regulatory Fees and Charges  ☐ ☐ ☐ ☐ 

Disbursements of Cash and Checks  ☐ ☐ ☐ ☐ 

Updating of Cashbook  ☐ ☐ ☐ ☐ 
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8.2 Risk Analysis 

HAZARD AND RISK IDENTIFICATION RISK ANALYSIS RISK EVALUATION AND CONTROL 

THREAT RISK LIKELIHOOD IMPACT RISK SCORE 
CURRENT CONTROL 
MEASURES IN PLACE 

EFFECTIVENESS RISK MITIGATING MEASURES 

Natural, Human-Induced, 
Technological, Biological, 
External, Internal 

Risks can be categorized as 
affecting the following:  
 
1. People 
2. Facility 
3. Public 
4. Process 
5. Supply Chain 
6. ICT 

Assess likelihood in terms 
of FREQUENCY and 
PROBABILITY 
5 - Frequent/Almost Certain 
4 - Likely 
3 - Possible 
2 - Unlikely 
1 - Rare 

Assess the impact 
as:  
5 - Extreme 
4 - Major 
3 - Moderate 
2 - Minor 
1 - Incidental 

Assess the risk as:  
Very High 
Moderate 
Low 
Very Low 

Indicate current control 
measures in place  
(consider both infra and 
non-infra interventions) 

Assess effectiveness of 
current controls:  
5 - With controls in place 
which are working and 
controls in place are 
industry leading practice. 
4 - With highly effective 
controls in place, with 
little room for 
improvement. 
3 - With fairly effective 
controls in place but 
needs improvement 
2 - With Controls in 
place but are ineffective 
1 - No Controls in Place 

Action plan to further reduce or mitigate 
risks if current controls are not sufficient 

Earthquake (ground 
shaking) 

People: Employees are affected 
and critical function holders will not 
be able to report for work 
 
Facility: Office buildings will be 
affected and rendered inaccessible 
 
Process: Critical operational 
activities within the office and 
outside or field are interrupted 
 
ICT: Failure of IT-dependent 
systems and applications 

3 - Possible 4 - Major 

12 - Moderate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Non-infra:  
1. Annual earthquake 

drills 
2. The continuation of 

the operation 
depends upon the 
impact of the 
earthquake 

3. Back-up data should 
always be updated 
and accessible 
 

Infra: 
1. Building is retrofitted 

 

4 - With highly effective 
controls in place, with 
little room for 
improvement 

1. Improvement should consider 
mapping of employee residence. 

2. Provision of family preparedness 
training. 

3. Maintenance through regular 
building inspection. 

4. Proper distribution of tasks to each 
employee for work from home 
operations and processing 

5. Identification of alternative 
employee/s for continuous operation 

6. Provision of backup data storage 
(physical storage/cloud storage) 

7. Constant updating of backup data 
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HAZARD AND RISK IDENTIFICATION RISK ANALYSIS RISK EVALUATION AND CONTROL 

THREAT RISK LIKELIHOOD IMPACT RISK SCORE 
CURRENT CONTROL 
MEASURES IN PLACE 

EFFECTIVENESS RISK MITIGATING MEASURES 

Tropical Cyclone/Heavy 
Rainfall 

People: Employees are affected 
and critical function holders will not 
be able to report for work 
 
Facility: Office buildings will be 
affected and rendered inaccessible 
 
Process: Office critical operational 
activities are affected due to power 
supply interruptions and disrupted 
office facilities 
 
ICT: Failure of IT-dependent 
systems and applications 
 

4 - Likely 5 - Extreme 20 - Very High 

Non-infra:  
 
1. Alert System 

established. 
2. Office facilities are 

secured and 
monitored regularly. 

3. Backup data should 
always be updated 
and accessible 
 

Infra: 
 

1. Alternate site 
identified. 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Provision of Vehicle Services for 
Employees with difficulty accessing 
office for work   

2. Establishment of alternate working 
mechanism (e.g., WFH) for a 
percentage of personnel 

3. Identification of at least 2 Alternate 
Sites 

4. Establishment of protocols re 
Activation and Transfer to Alternate 
Sites 

5. Provision of additional ICT 
equipment for possible work from 
home strategies 

6. Makes available alternative power 
supply in case of long-term power 
service interruption 

7. Provision of backup data storage 
(physical storage/cloud storage) 

8. Constant updating of backup data                                                                                                                   

Epidemics/Pandemics 
(Covid-19) 

People: Employees are affected 
and at heightened risk of having the 
virus 
 
Facility: Offices will be affected. 
 
Public: Will cause great fear 
because it puts life at risk. 
 
Process: Offices on lockdown 
affecting operations. 

5 - Frequent/Almost Certain 4 - Major 20 - Very High 

Non-infra: 
 Proper dissemination of 
information about 
vaccination program. 
1. Contact Tracing and                                             

proper protocols are 
implemented. 

2. Supply of Protective 
gears/ Items are 
available 

3. Work-from-Home 
strategy for affected 
employees is 
implemented 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Strict implementation of health 
protocols (e.g., social distancing and 
wearing of appropriate PPE) 

2. Designated vehicles for 
transportation are available. 

3. Regular disinfection of all offices 
and buildings.  
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HAZARD AND RISK IDENTIFICATION RISK ANALYSIS RISK EVALUATION AND CONTROL 

THREAT RISK LIKELIHOOD IMPACT RISK SCORE 
CURRENT CONTROL 
MEASURES IN PLACE 

EFFECTIVENESS RISK MITIGATING MEASURES 

4. Alternate working 
mechanism (e.g., 
WFH) for a 
percentage of 
personnel is 
established/ 
implemented 

 

Infra:  
1. Alternate site is 

identified.   
2. Isolation facilities are 

established. 
3. Barriers are installed 

in all offices                                           

Storm Surges/Tsunami 

People: Employees are affected 
and critical function holders will not 
be able to report for work 
 
Facility: Offices will be affected 
and rendered inaccessible 

3 - Possible 3 - Moderate 9 - Low 

Non-infra:  
1. Alert System is 

established. 
 

Infra:  
1. Alternate site is 

identified. 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Identification of at least 2 Alternate 
Sites. 

2. Establishment of protocols re 
Activation and Transfer to Alternate 
Sites 

Fire 

People: Employees are affected 
and critical function holders will not 
be able to report for work 
 

Public: Will cause great fear 
because it puts life at risk. 
 

Facility: Office building is affected 
and rendered unavailable (denial of 
access) 
 

Process: Critical operational 
activities within the office are 
interrupted 
ICT: Failure of IT-dependent 
systems and applications 

4 - Likely 5 - Extreme 20 – Very High 

Non-infra: 
1. Information database 

is secured. 
 
Infra:  
1. Electrical safety 

measures in 
workplace are 
implemented. 

2. Alternate site is 
identified. 

3. DICT database server 
is established. 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Identification of at least one (1) 
Alternate Site 

2. Proper implementation of Electrical 
Safety Measures. 

3. Improvement of facility 
4. Establishment/ identification of 

building/ stock room as second 
storage of vital data and documents. 

5. Ensured protection of physical 
documents vital to critical services of 
the agency 

6. Establishment of IT Division that are 
responsible for upgrading, 
recovering, banking and protection of 
data. 
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HAZARD AND RISK IDENTIFICATION RISK ANALYSIS RISK EVALUATION AND CONTROL 

THREAT RISK LIKELIHOOD IMPACT RISK SCORE 
CURRENT CONTROL 
MEASURES IN PLACE 

EFFECTIVENESS RISK MITIGATING MEASURES 

Terrorism 

Process: Office lockdown affecting 
operations 
 
Public: Will cause great fear 
because it puts life at risk 

2 - Unlikely 5 - Extreme 10 - Low 

Non-infra:  
1. Information 

database is 
secured 
 

Infra:  
1. Physical security of 

office is secured 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Establishment of Work from home 
strategies for employees affected by 
office lockdown (for security 
purposes) 

2. Establishment of ICT redundancy 
for possible work from home 
strategies 

Cyberattack 

ICT: Failure of IT-dependent 
systems and applications 
 
Public: Costumers/Stakeholders 
affected and unable to access to 
office/agency e-services 
 
Process: Vital operations are 
affected due to the loss of access 
to ICT systems and applications 

3 - Possible 3 - Moderate 9 - Low 

Non-infra:  
1. ICT personnel 

maintained and 
developed software 
and data backed up 

 
 

 
 

Infra:  
1. Upgrading of ICT 

equipment and 
installation safety 
measures 

2. ICT equipment are 
upgraded and safety 
measures are 
installed. 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Development of IT Disaster 
Recovery Plan 

2. Attendance to trainings/seminars 
related to Breach Response and 
Cyber Security. 

3. Provision of safe and secured 
record section storage facilities and 
ensure back-up electronic copies of 
vital office files. 

Destroyed by Termites 

Facility: Physical data will be 
irretrievable. 
 
Public: The public will be affected  
because of inaccessible records 
 
Process: Delay on processing of 
documents 
 

3 - Possible 5 - Extreme 15 - Moderate 

Non-infra:  
1. Bi-annual      

evacuation drills 
2. Duplication of 

registry books and 
store in safe place 

3. Constantly making of 
spare copy of vital 
files and data 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Duplication of registry books and 
other vital data and files 

2. Establishment/ identification of 
building/ stock room as safe storage 
for vital data and documents. 

System Issues 
ICT: System error and corruption of 

files 
3 - Possible 5 - Extreme 15 - Moderate 

Non-Infra: 3 - With fairly effective 
controls in place but 
needs improvement 

1. Procure external drive or hard drives 
to be used as back up storage 



PUBLIC SERVICE CONTINUITY PLAN (PSCP) 2024 
Municipality of Pinamalayan 

      Municipal Government of 

   PINAMALAYAN 

Classification  

Document Title Pinamalayan Public Service Continuity Plan 

Document No. MGOP-PSCP-001 
Revision no. 0 
Effective Date  

 

Page 21 of 73 
 

HAZARD AND RISK IDENTIFICATION RISK ANALYSIS RISK EVALUATION AND CONTROL 

THREAT RISK LIKELIHOOD IMPACT RISK SCORE 
CURRENT CONTROL 
MEASURES IN PLACE 

EFFECTIVENESS RISK MITIGATING MEASURES 

1. Assigned personnel 
in maintenance of 
registry books 

 

Infra:  
1. Upgrading of ICT 

equipment and 
installation safety 
measures 

2. Constantly making of spare copy of 
vital files and data 
 

Transport Accidents 

People: Employee's safety and 
well-being are affected which lead 
to the need for absence from work 
and therefore, no report for work to 
be conducted by critical function 
holder 
 
Process: Critical operational 
activities such as garbage 
collection on field are interrupted 

3 - Possible 4 - Major 12 - Moderate 

Non-infra: 
1. Provision of safety 

reminders or driving 
protocols for 
employees especially 
field personnel 

3 - With fairly effective 
controls in place but 
needs improvement 

1. Provision of additional protective 
equipment for employees 

2. Identification of alternative 
employee/s or driver/s from other 
office such as motor pool for 
continuous operation 

 

 

Narrative for Risk Analysis 

The Municipal Government of Pinamalayan identified several hazards that could affect it, namely: Earthquake, Tropical Cyclone/Heavy Rainfall, Epidemic/Pandemic, Storm Surge/Tsunami, Fire, Terrorism, Cyberattack, Termite Infestation, System 

Issues, and Transport Accidents. All these hazards can affect the people or the employees, the public, and the agency’s facilities, processes, supply chain, and ICT. In general, the risks identified are that employees could not be able to report to work; 

lives could be at risk; office buildings could be rendered inaccessible; documents or records could be destroyed or irretrievable; critical operations could be interrupted; and IT-dependent systems and applications could fail.  

 

During the agency’s risk analysis, the likelihood and impact of the hazards were assessed to attain the risk score for each of the hazards identified. Pinamalayan, along with the rest of the Mindoro Island, is prone to various hazards. Hence, Tropical 

Cyclone/Heavy Rainfall, Epidemic/Pandemic, and Fire received the highest risk score of 20 or Very High. Termite Infestation and System Issues had a risk score of 15, and Earthquake and Transport Accidents had a risk score of 12 – which are 

considered Moderate. Terrorism had a risk score of 10, and Storm Surge/Tsunami and Cyberattack had a risk score of 9 – which are considered Low.  

 

The threat of Tropical Cyclone/Heavy Rainfall was given a risk score of 20 or Very High since about twenty (20) tropical cyclones enter the Philippine area of responsibility in a year. Some of the most devastating typhoons that affected Pinamalayan 

were TY Dinang, STY Sisang (1978), TY Puring (1993), TY Feria (2001), STY Reming (2006), TY Milenyo (2006), TY Frank (2008), TS Ofel (2012), and ST Nona (2015). Some of the most recent typhoons were TY Usman (2018), TY Tisoy (2019), 

TY Quinta (2020), STY Rolly (2020), and TY Dante, Fabian and Jolina (2021). 
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Typhoon Usman, which made landfall on December 29, 2018, left Php 2,620,000.00 worth of damages on infrastructure and Php 42,327,947.10 worth of agricultural damages. 50 houses were partially damaged, 3 houses were totally damaged, and 

a total of 4,683 individuals were affected. Typhoon Tisoy, which made landfall on December 3, 2019, left Php 150,600,000.00 worth of damages on infrastructure and Php 200,372,031.50 worth of agricultural damages. 8,776 houses were partially 

damaged, 1,036 houses were totally damaged, 86,059 individuals were affected, and 30,717 individuals were displaced. Typhoon Quinta, which made landfall on October 26, 2020, left Php 16,050,000.00 worth of damages on infrastructure and Php 

403,545,229.05 worth of agricultural damages. 4,323 houses were partially damaged, 278 houses were totally damaged, 41,983 individuals were affected, and 8,569 individuals were displaced. 

 

The threat of Fire was also given a risk score of 20 or Very High due to the several fire incidents that occurred in the municipality. Some of the major fire incidents involved the Old Market in 1979, the New Market in 1994, IHMA in 2012 and the Pick-

up Shop in 2014. Just recently, on February 2021, 2:30 a.m., a fire occurred at the municipal compound of the Municipal Government of Pinamalayan and left Php 10,000,000.00 worth of damages. The building that caught fire was the old two-story 

executive building that housed the offices of the Municipal Treasury Office (MTO), Municipal Assessor’s Office (MassO), Bids and Awards Committee (BAC), Department of Trade and Industry (DTI), and Municipal Engineering Office (MEO). The 

Municipal Disaster Risk Reduction and Management Council (MDRRMC) stated that BAC documents have been destroyed but can be reproduced and that important documents from the rest of the offices have been saved.  

 

The most recent threat that the agency faced were the phishing attacks on the agency’s website that occurred from July 2021 and lasted until a new municipal website was developed by the MPDO.   

 

After risk analysis, evaluation was done to identify the control measures currently in place in the agency, both infra and non-infra interventions, and their corresponding effectiveness. It was identified that for the Earthquake hazard, the agency currently 

has highly effective controls in place, and with little room for improvement or an effectiveness score of 4. For the rest of the hazards, the agency currently has fairly effective controls in place but needs improvement or an effectiveness score of 3. 

Hence, several action plans were proposed for these hazards as risk mitigating measures. 

 

8.3. Impact Analysis 

OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

 

*refer to MEF list based 
on Functions 

Categorization 

Products or services that are 
delivered by a particular MEF (e.g. 

vital reports produced and 
information released through the 

operations services) 

Determine whether the MEF 
requires information (e.g. 
reports from LGUs, other 

agencies), services or 
authorization from other 

offices (e.g. internal units, 
other government agencies) 

in performing MEFs. 

*What are the consequences if MEF 
is not delivered due to disruptions? 
*Impact or consequences can be 
operational (affecting processes), 

reputational (affecting organization's 
reputation or public image) or 
regulatory (non-compliance to 

regulatory requirements) 

Tier 1: Must be performed 
within 0 - 12 hours 

Tier 2: Must be performed 
from 12 - 24 hours 

Tier 3: Must be performed 
from 24 - 48 hours 

Tier 4: Must be performed 
from 48 - 72 hours 

Tier 5: Can be performed 
from 72 hours and beyond 

*No. of people required to perform the MEF 
*Facility and equipment needed to perform 

the MEF 
*Communications and IT requirements 

needed to perform the MEF 
*Other resources required (Budget, 

Partners, etc.) 

MAYOR’S OFFICE Exercise general 
supervision and control 

over all programs, 
projects, services and 

activities of the 
municipal government. 

Status and Evaluation Reports , 
Terminal Reports 

Project, Program and Activity 
Designs 

Operational: Target PPAs may be 
delayed or cancelled; under-utilization 

of funds                                  
Reputational: Decreased credibility 

and trust of public                                                                          
Regulatory: Memorandum Circular 

and Advisory from National Agencies 

Tier 1: Must be performed 
within 0 - 12 hours           

People: LCE, Executive Assistant II,  Senior 
Administrative Assistant III, Administrative 

Officer II and Administrative Support 
 

Facility / Equipment: Office, Desk, Printer, 
Scanner, Copier, Filing Cabinet, 

Telephone/Mobile phone 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

 
Communication / IT: Computer (Intel® I3 

processor. 
Windows 10 Home 64.,4 GB DDR4-2400 

MHz RAM (1 x 4 GB)1 TB 7200 rpm SATA 
HDD.Intel® UHD Graphics 600.) Printer 

(with continuous ink) Photocopier (System 
memory standard (MB): 32 MB. 

Interfaces standard: USB 2.0, USB 1.1. 
Paper size: A5-A3, Customized paper sizes. 
Printable paper weight (g/m²): 64-157 gsm. 

Paper input capacity (sheets): Standard: 
250 sheets, Max.: 350 sheets.)   

Others: Municipal Administrators Office and 
MPDO 

Enforce all laws and 
ordinances relative to 
the governance of the 
municipality and the 

exercise of its corporate 
powers, implement all 

approved policies, 
programs, projects, 

services and activities 
of the municipality 

Legal Documents, IRR and Actual 
implementations  

Executive Orders, SB 
Resolutions, Municipal 

Ordinances, Memorandum of 
Agreements from different 

agencies. 

Operational: LGU's plans and 
mandates cannot be implemented 

efficiently and effectively            
Reputational: Decreased credibility 

and trust of public                                                                          
Regulatory: Memorandum Circular 

and Advisory from National Agencies 

Tier 1: Must be performed 
within 0 - 12 hours 

People: LCE, Executive Assistant II,  Senior 
Administrative Assistant III, Administrative 

Officer II and Administrative Support, TWGs 
 

Facility / Equipment: Office, Desk, Printer, 
Scanner, Copier, Filing Cabinet, 

Telephone/Mobile phone 
 

Communication / IT: Computer (Intel® I3 
processor. 

Windows 10 Home 64.,4 GB DDR4-2400 
MHz RAM (1 x 4 GB)1 TB 7200 rpm SATA 

HDD.Intel® UHD Graphics 600.) Printer 
(with continuous ink) Photocopier (System 

memory standard (MB): 32 MB. 
Interfaces standard: USB 2.0, USB 1.1. 

Paper size: A5-A3, Customized paper sizes. 
Printable paper weight (g/m²): 64-157 gsm. 

Paper input capacity (sheets): Standard: 
250 sheets, Max.: 350 sheets.) 

Others: SB, MaDO, MPDO 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Initiate and maximize 
the generation of 

resources and revenues  
and apply the same to 
the implementation of 

the development plans, 
programs and 

objectives 

Legal Documents, IRR and Actual 
implementations  

Memorandum Circulars from 
the National Agencies, 
Executive Orders, SB 

Resolutions and 
Memorandum of Agreement. 

Operational: LGU's plans and 
mandates cannot be implemented 
efficiently and effectively; Revenue 

loss            
Reputational: Decreased credibility 

and trust of public                                                                          
Regulatory: Memorandum Circular 

and Advisory from National Agencies 

Tier 1: Must be performed 
within 0 - 12 hours 

People: LCE, Executive Assistant II,  Senior 
Administrative Assistant III, Administrative 

Officer II and Administrative Support, TWGs 
 

Facility / Equipment: Office, Desk, Printer, 
Scanner, Copier, Filing Cabinet, 

Telephone/Mobile phone 
 

Communication / IT: Computer (Intel® I3 
processor. 

Windows 10 Home 64.,4 GB DDR4-2400 
MHz RAM (1 x 4 GB)1 TB 7200 rpm SATA 

HDD.Intel® UHD Graphics 600.) Printer 
(with continuous ink) Photocopier (System 

memory standard (MB): 32 MB. 
Interfaces standard: USB 2.0, USB 1.1. 

Paper size: A5-A3, Customized paper sizes. 
Printable paper weight (g/m²): 64-157 gsm. 

Paper input capacity (sheets): Standard: 
250 sheets, Max.: 350 sheets.) 

Others: SB, MAdO, MPDO 

Ensure the delivery of 
Basic Services and the 
provision of Adequate 

facilities 

Provision of Aids and grants to 
clients 

 Operational: Delivery of Basic 
Services to the clients will be 

delayed/ cancelled          
Reputational: Decreased credibility 

and trust of public                                                                          
Regulatory: Memorandum Circular 

and Advisory from National Agencies 

Tier 1: Must be performed 
within 0 - 12 hours 

People: LCE, Executive Assistant II,  Senior 
Administrative Assistant III, Administrative 

Officer II and Administrative Support, TWGs 
 

Facility / Equipment: Office, Desk, Printer, 
Scanner, Copier, Filing Cabinet, 

Telephone/Mobile phone 
 

Communication / IT: Computer (Intel® I3 
processor. 

Windows 10 Home 64.,4 GB DDR4-2400 
MHz RAM (1 x 4 GB)1 TB 7200 rpm SATA 

HDD.Intel® UHD Graphics 600.) Printer 
(with continuous ink) Photocopier (System 

memory standard (MB): 32 MB. 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Interfaces standard: USB 2.0, USB 1.1. 
Paper size: A5-A3, Customized paper sizes. 
Printable paper weight (g/m²): 64-157 gsm. 

Paper input capacity (sheets): Standard: 
250 sheets, Max.: 350 sheets.) 

Others: ALL OFFICES 

HUMAN RESOURCE 
MANAGEMENT 

DIVISION 

Disseminate Information 
& Deliver Efficient 

Interpersonal 
Communication within 

and outside the Agency 

Memorandum, Announcements  Memorandum, 
Bulletins/Updates, CSC 

Announcements 

Operational: Communication may be 
delayed or impeded resulting to 
disruption of critical services or 

misinformation.                                    
Reputational: Decreased credibility 
and trust to HRMO in relaying vital 

information to clients and 
stakeholders.                                                                               

Regulatory: RA 6713 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 Administrative Support (Safety 
Officer) 

 
Facility / Equipment: Office, Filing Cabinet, 

Service Vehicle 
 

Communication / IT: Desktop Computer 
(8GB 4 .0 GHZ, 2-TB Storage) with 

Microsoft Office Suit and Thunderbird, 
Facsimile, Internet Connection [50mbs], 

Telephone/Mobile phone and DSLR 
Camera 

GENERAL SERVICES 
OFFICE 

Procurement Services Procurement of Services and Goods Purchased Request by 
different department and 

agencies 

Operational: Unestablished policies, 
system and procedures in the 

delivery of public services. 
 Reputational: The ability to respond 
of the Municipal Government will be 
criticized and will result to decreased 

credibility and trust of the public.                                                                          
Regulatory: RA 9184, COA Circular 

Tier 5: Must be performed 
within 0 - 72 hours 

People: Head of the Office, 5 Administrative 
Support 

Facility / Equipment:  Printer, Scanner, 
Copying Machine 

Communication / IT: Telephone, Internet 
Connection 

Inventory and Disposal Serviceable and Unserviceable Plant 
Property & Equipment 

Monthly Status Report of all 
Property Plant and 

Equipment 

Operational: Delayed 
implementation of all PPAs 
Reputational: Downscale 

performance of the LGU resulting to 
decreased credibility and trust of 

public. 
Regulatory: AUDIT CIRCULAR NO. 

89-296 

Tier 5: Must be performed 
within 0 - 72 hours 

People: Head of the Office, Administrative 
Support 

Facility / Equipment: Desk, Printer, 
Scanner 

Communication / IT: Desktop 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Repair and 
Maintenance of 

Government Building 
and facilities 

Facilities, Building, Recreational 
place, Municipal Park and Municipal 

Compound 

Program of Work and 
Assessment of Damaged 

Facilities 

Operational: Delayed 
implementation of all PPAs 
Reputational: Downscale 

performance of the LGU resulting to 
decreased credibility and trust of 

public. 
Regulatory: AUDIT CIRCULAR NO. 

89-296  

Tier 5: Must be performed 
within 0 - 72 hours  

People: Head of the Office, Administrative 
Support 

Facility / Equipment: Repair and 
Maintenance Tools and Equipment, 

Carpentry, Mason Tools 
Communication / IT: Mobile Phone 

Insurance of 
Government Building 

and Vehicle 

Buildings and Vehicles, (Motorcycle, 
Medical Transport vehicle, Heavy 

Equipment 

LTO registration, Assessment 
of buildings 

Operational: Delayed 
implementation of all PPAs 
Reputational: Downscale 

performance of the LGU resulting to 
decreased credibility and trust of 

public 
Regulatory: Office Order 

Tier 5: Must be performed 
within 0 - 72 hours 

People: Head of the Office, Insurance 
Liaison Officer 

Facility / Equipment: Laptop 
Communication / IT: Telephone, Laptop 

Internet Connection at least 8mpbs 

ZONING DIVISION 
AND MOTORPOOL 

OPERATIONS 

Management of Light 
and Heavy Equipment 

Assist in rescue operations and/or 
road clearing operations where light 
and heavy equipment are needed 

Memorandum, (e.g. on 
Activation of Alert) 

Operational: Could cause delay in 
the assistance to rescue operations 

and/or road clearing operations 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 4 -6 Light and Heavy Equipment 
Operator, 1 Administrative Support, 1 JO, 1 

AO 
Facility / Equipment: Zoning Division 

Office, Desk, Printer, Scanner 
Communication / IT: Computer (desktop 
and laptop), Internet Connection (10mbps) 

PERMITS AND 
LICENSES DIVISION 

Maintenance and 
recovery of data for 

Business Permits and 
Licensing Office 

transactions 

Business Permits / Mayors Permits, 
Tricycle Franchise, Occupational 

Permit, Stall Contract, Special 
Mayors Permit, Business 
Certification, Certificate of 
Appearance & Dropping of 

Franchise 

Assistance from the DICT 
Low business registration that may 

result to revenue collection 
Tier 3: Must be performed 

from 24-48 hours 

People: 1 IT Specialist, 1 Data Privacy 
Officer (DPO) 

Facility / Equipment: Operation Center, 15 
Computer Sets, Office supplies, Generator 
Communication / IT: Internet connectivity 

Others: DICT, PICIEDO 

SPECIAL CONCERNS 
OFFICE 

Disseminate 
Information, Schedule, 

and requirements of 
Recruitment Activities 
Special recruitment 

activities for Overseas 
Employment & Local 

Letter/Memorandum/Official Web 
page 

Venues of Orientation/Person 
in-charge of the activity/Legal 
personnel who implemented 

the said Activity 

Operational: Delayed or 
Postponement of the Activity                                 
Reputational: Decreased the 
pending time of services for 

employment and benefits of the 
workers.                                                                               

Regulatory: Republic Act No. 8759 

Tier 3: Must be performed 
within24-48 hours 

People: 1 Administrative Aide III, 
Administrative Aide I 

Facility / Equipment: Mobile Phone, Laptop 
Communication / IT: Computer 

[Fortress/Hp/Dell], Internet Connection 
[100mbps] 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Recruitment activity 
(LRA) for local 
employment 

otherwise known as PESO Acto of 
1999 along with DOLE, through the 

Bureau of Workers with Special 
Concerns (BWSC) 

Others: Barangay Captains and other 
Officials 

Implementation of 
Special Program for 

Employment of 
Students 

Letter/Memorandum/Official Web 
page 

Venues of Orientation/Person 
in-charge of the activity/Legal 
personnel who implemented 

the said Activity 

Operational:  
Delayed or Postponement of the 

Activity                                 
Reputational: Decreased the 
pending time of services for 

employment and benefits of the 
workers.                                                                               

Regulatory: Republic Act No. 8759 
otherwise known as PESO Acto of 
1999 along with DOLE, through the 

Bureau of Workers with Special 
Concerns (BWSC) 

Tier 3: Must be performed 
within24-48 hours 

People: 1 Administrative Aide III, 
Administrative Aide I 

Facility / Equipment: Mobile Phone, Laptop 
(if Available), Printer, Scanner 

Communication / IT: Computer 
[Fortress/Hp/Dell], Internet Connection 

[100mbps] 
Others: Barangay Captains and other 

Officials 

Disseminate 
Information, Schedule, 

and requirement of 
DOLE-TUPAD (Tulong 
Panghanap-buhay sa 
Ating Disadvantage/ 
Displaced Workers 

Letter/Memorandum/Official Web 
page 

Venues of Orientation/Person 
in-charge of the activity/Legal 
personnel who implemented 

the said Activity 

Operational: Delayed or 
Postponement of the Activity                                 
Reputational: Decreased the 
pending time of services for 

employment and benefits of the 
workers.                                                                               

Regulatory: Republic Act No. 8759 
otherwise known as PESO Acto of 
1999 along with DOLE, through the 

Bureau of Workers with Special 
Concerns (BWSC) 

Tier 2: Must be performed 
within12-24 hours 

People: 1 Administrative Aide III, 
Administrative Aide I 

Facility / Equipment: Mobile Phone, Laptop 
(if Available), Printer, Scanner 

Communication / IT: Computer 
[Fortress/Hp/Dell], Internet Connection 

[100mbps] 
Others: Barangay Captains and other 

Officials 

MUNICIPAL 
ENVIRONMENT AND 

NATURAL 
RESOURCES 

MANAGEMENT 
DIVISION 

Collect and dispose 
garbage from 

barangays, public 
market and 

establishments 

Garbage Data Collection Report,  
Segregated garbage from 

barangays, public market and 
establishments were collected 

Garbage Collection 
Certificate, Schedule of 

Garbage Schedule, Request 
for Collection 

Operational: Risk of contamination 
to affected areas including 

barangays, public market and other 
establishments' containment areas or 
collection point and be the source of 

diseases to possible nearby residents                              
Reputational: Decrease in credibility 

and trust from concerned public                                                                              
Regulatory: RA 9003 (Ecological 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 Office Focal, 2 Compactor 
Drivers, 6 Collectors 

Facility / Equipment: Compactor 
Truck/Dump Truck, Fuel, Personal 

Protective Equipment (PPE), 
Laptop/Computer, Printer 

Communication / IT: Laptop (with 11th Gen 
Intel® Core ™ i5-1135G7 @ 2.40GHz 
2.42GHz processor; 64-bit operating 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Solid Waste Management Act of 
2000) 

system, x64-based processor), Printer (with 
continuous ink) 

Others: Assistance from Motorpool 
Operation Personnel and Equipment 

Maintain cleanliness of 
Poblacion areas or town 
proper of Pinamalayan 
through daily sweeping 
and clearing operations 

Sweepers Activity Report, 
Cleared areas including Poblacion 
Area and other nearby barangays 

Area of Assignment,  
Sweepers Activity Plan, 

Sweepers Daily Schedule 

Operational: Increase of clutter in 
areas or town proper of Pinamalayan                            
Reputational: Decrease in credibility 

and trust from concerned public                                                                             
Regulatory: RA 9003 (Ecological 
Solid Waste Management Act of 

2000) 

Tier 2: Must be performed 
from 12 - 24 hours 

People: 1 Office Focal, 1 Foreman, 12 
Street Sweepers 

Facility / Equipment: Brooms, Dustpan, 
Garbage Bags, Personal Protective 

Equipment (PPE) 
Communication / IT: Laptop (with 11th Gen 

Intel® Core ™ i5-1135G7 @ 2.40GHz 
2.42GHz processor; 64-bit operating 

system, x64-based processor), Printer (with 
continuous ink) 

Others: Assistance from GSO and MOD 
personnel 

Monitoring on barangay, 
public market and other 

establishments on 
implementation and 

compliance on 
environmental and 

forestry laws and other 
ordinances 

Notice of Violation, Sweepers 
Activity Report 

Area of Assignment,  
Sweepers Activity Plan 

Operational: Possible further 
violation acts of the pubic and less 

prevention of such                                    
Reputational: Decrease in credibility 

and trust from concerned public                                                                               
Regulatory: RA 9003 (Ecological 
Solid Waste Management Act of 

2000), RA 9275 (Philippine Clean 
Water Act of 2004), RA 8749 

(Philippine Clean Air Act of 1999), RA 
6969 (Toxic Substances, Hazardous 

and Nuclear Waste Control Act of 
1990), PD 705 (Revised Forestry 

Code of the Philippines) 

Tier 2: Must be performed 
from 12 - 24 hours 

People: 1 Pollution Control Officer, 1 Office 
Focal, 12 Street Sweepers, 8 

Collectors/Drivers 
Facility / Equipment: Compactor 
Truck/Dump Truck, Fuel, Personal 

Protective Equipment (PPE) 
Communication / IT: Laptop (with 11th 

Gen Intel® Core ™ i5-1135G7 @ 2.40GHz 
2.42GHz processor; 64-bit operating 

system, x64-based processor), Printer (with 
continuous ink), DSLR Camera, Mobile 

Phone (with camera and load) 
Others: Assistance from Bantay Kalikasan 

and Barangay Officials 

Responding to clearing 
operation in occurrence 
of disruptive incidents 

Sweepers Activity Report, 
Garbage Data Collection, 

Cleared affected areas 

LCE and MDRRMC 
Activation of 24/7 Emergency 

Response Team, 
Situational Report 

Operational: Harmful clutters that 
may cause injuries to the public will 

not be removed which contradicts the 
main goal of the Office's mandate.                                     

Reputational: Decreased credibility 
and trust for concerned public                                                                              

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 Head of Office, 1 Pollution 
Control Officer, 1 Office Focal, 6 Street 

Sweepers, 8 Collectors/Drivers 
Facility / Equipment: Brooms, Dustpan, 
Garbage Bags, Compactor Truck/Dump 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Regulatory: RA 9003 (Ecological 
Solid Waste Management Act of 

2000) 

Truck, Fuel, Personal Protective Equipment 
(PPE), Chainsaw 

Communication / IT: Laptop (with 11th Gen 
Intel® Core ™ i5-1135G7 @ 2.40GHz 
2.42GHz processor; 64-bit operating 

system, x64-based processor), Printer (with 
continuous ink), Mobile Phone (with camera 

and load) 
Others: Assistance from Motorpool 

Operation (Personnel and Equipment), 
Barangay Officials 

MUNICIPAL DISASTER 
RISK REDUCTION 

AND MANAGEMENT 
OFFICE 

Disseminate information 
and raise public 

awareness. 

Press Release, SMS Infoblast 
Messages, Advisories, Situational 

Reports 

Incident Reports, 
Memorandum, (e.g. on 

Activation of Alert), 
Bulletins/Updates (e.g. 
Weather, Earthquake) 

Operational: Validation and update 
of situation to affected area may be 

delayed or impeded. Additional 
workload for response operations due 
to possible casualties to uninformed 

end-users.                                     
Reputational: Decreased credibility 

and trust of public to NDRRMC in 
provide information.                                                                               

Regulatory: RA 10121, RA 10639 
(Free Mobile Disaster Act) 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 Administrative Support: 1 IT 
Specialist, 1 SDO 

Facility / Equipment: Operation Center, 
Desk, Printer, Scanner 

Communication / IT: Desktop Computer, 
Facsimile, Internet Connection [50 mbps] 

Others: DRRMOs 

Respond To and 
Manage The Adverse 

Effects of Emergencies 

Logistics Reports, List of Recipients, 
After Action Reports, SitRep: Final 

Report, RDNA Report 

Incident Reports / Situational 
Reports 

Operational: Casualties in the 
affected area my increase which 
contradicts the main goal of the 

Office's mandate.                                    
Reputational: Decreased credibility 

and trust of public to NDRRMC in 
managing DRRM.                                                                              

Regulatory: RA 10121 

Tier 1: Must be performed 
within 0 - 12 hours 

People: IMT (min of 8 person), Rescue 
Team (min of 7 person), RDNA Team (min 

of 8 person), EOC (min of 5 person) 
Facility / Equipment: EOC, Low to High 

Level of Response Equipment, Deployment 
Kit 

Communication / IT: Desktop Computer, 
Facsimile, Internet Connection [50 mbps] 

Handheld Radio 
Others: Forms 

SLAUGHTERHOUSE 
OPERATIONS 

DIVISION 

Slaughter and Meat 
Inspection 

High Quality Meat, Monthly 
Slaughter Reports, Meat Inspection 

Certificate 

Official Receipt for All 
Animals, Certificate of 

Ownership or Transfer of 
Ownership for Large Cattle, 

Operational: Insufficient supply of 
high quality meat products in the 

Pinamalayan Public Market     
 

Tier 1: Must be performed 
within 0 - 12 hours 

People: (3) Meat Inspector, Slaughterhouse 
Supervisor, Support Personnel 

Facility / Equipment: Slaughterhouse 
Facility and Equipment 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Certificate of Origin and 
Certificate of Animal 
Inspection for Hogs 

Reputational: Decreased consumer 
trust                                                                                

 
Regulatory: Department of 

Agriculture (DA) Administrative Order 
No. 28, Series of 2005 - The Meat 
Inspection Code of the Philippines 

Other Resources: Budget 
 

Condemnation of 
Animal or Meat 

Condemnation Slip 

Official Receipt for All 
Animals, Certificate of 

Ownership or Transfer of 
Ownership for Large Cattle, 

Certificate of Origin and 
Certificate of Animal 
Inspection for Hogs 

Operational: Insufficient supply of 
high quality meat products in the 

Pinamalayan Public Market     
 

Reputational: Decreased consumer 
trust                                                                                

 
Regulatory: Department of 

Agriculture (DA) Administrative Order 
No. 28, Series of 2005 - The Meat 
Inspection Code of the Philippines 

Tier 1: Must be performed 
within 0 - 12 hours 

People: (3) Meat Inspector, Slaughterhouse 
Supervisor, Support Personnel 

Facility / Equipment: Slaughterhouse 
Facility and Equipment 

Other Resources: Budget 
 

MUNICIPAL 
ADMINISTRATOR’S 

OFFICE 

Formulation and/or 
Review of policies, 

system and procedures 
in the delivery of 
public services 

Memorandum Order, Office Order 
and Executive Order 

Circulars from National 
Agencies, Request from 
Concerned Agencies and 

Instruction of the LCE 

Operational: Unestablished policies, 
system and procedures in the 

delivery of public services                                                                  
Reputational: The ability to respond 
of the Municipal Government will be 
criticized and will result to decreased 

credibility and trust of the public.                                                                          
Regulatory: Memorandum Order and 

Executive Order 

Tier 1: Must be performed 
within 0 - 12 hours 

People: Head of the Office, 2 Administrative 
Support 

Facility / Equipment: Desk, Printer, 
Scanner 

Communication / IT: Telephone, Laptop 
(Core i5 9th Gen)  MS Office 2016, Internet 

Connection at least 8mpbs 
 

Supervision, Monitoring, 
Coordination and 

Evaluation Activities 

Report of action taken, status report 
and recommendations from the 

concerned Department regarding the 
coordinated communications 

Monthly Status Report of all 
PPAs from concerned offices, 

Report on IRA Utilization, 
approved Annual Investment 
Plan and Work and Financial 

Plan 

Operational: Delayed 
implementation of all PPAs 
Reputational: Downscale 

performance of the LGU resulting to 
decreased credibility and trust of 

public. 
Regulatory: RA 9184 or the 

Government Procurement Reform Act 

Tier 1: Must be performed 
within 0 - 12 hours 

People: Head of the Office, Administrative 
Support (maximum of 3) 

Facility / Equipment: Desk, Printer, 
Scanner 

Communication / IT: Telephone, Laptop 
(Core i5 9th Gen)  MS Office 2016, Internet 

Connection at least 8mpbs 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Supervision of disaster 
related response 

program, projects and 
activities 

Indorsement letter to concerned 
office of the MDRRMC approved 

PPAs 

LDRRM Plan and Work and 
Financial Plan 

Operational: Delayed 
implementation of all PPAs 
Reputational: Downscale 

performance of the LGU resulting to 
decreased credibility and trust of 

public 
Regulatory: RA 10121 

Tier 1: Must be performed 
within 0 - 12 hours 

People: Head of the Office, Administrative 
Support (maximum of 3) 

Facility / Equipment: Desk, Printer, 
Scanner 

Communication / IT: Telephone, Laptop 
(Core i5 9th Gen)  MS Office 2016, Internet 

Connection at least 8mpbs 

Provision of information 
and advice on the 

municipality's 
operations 

Public Advisory and Facebook Post Instruction of the LCE and 
Advisories from National 

Agencies 

Operational: Lack of public 
awareness regarding disaster 

preparedness and risk reduction                                                        
Reputational: Downscale 

performance of the LGU resulting to 
decreased credibility and trust of 

public.                             
Regulatory: Advisory and Circulars 

from other agencies 

Tier 1: Must be performed 
within 0 - 12 hours 

People: Head of the Office, Administrative 
Support (maximum of 3) 

Facility / Equipment: Desk, Printer, 
Scanner 

Communication / IT: Telephone, Laptop 
(Core i5 9th Gen)  MS Office 2016, Internet 

Connection at least 8mpbs 

MARKET 
OPERATIONS 
DEPARTMENT 

Issuance of Cash 
Tickets 

Daily collection report Stall owners record 

Operational: No collections  
Reputational: Decreased credibility 

and trust of public to Market 
Operations Department 

 Regulatory: New Revenue Code of 
Pinamalayan 2013 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 4 Administrative Aide 1, 5 
Administrative Aide 2,1 Administrative Aide 

4 
Others: Cash Tickets 

MUNICIPAL 
PLANNING AND 
DEVELOPMENT 

OFFICE 

Inspection and Delivery 
of Goods and Services 

Goods and Services delivered Proper coordination with the 
concerned authorities  

Operational: Possible that the 
delivered goods and services are not 
the same with the desired goods or 
services of the office/agency as to 
quantity, quality and specifications. 
Reputational: Decreased credibility 

and trust of LCE and other concerned 
offices in inspection and delivery of 

goods and services. 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 Inspection Focal 
Communication / IT: Mobile phone, 

Camera: DSLR 
 

OFFICE FO THE VICE-
MAYORS AND THE 

SANGGUNIANG 
BAYAN 

Acting on Request for 
the Passage of a 
Resolutions and 

Ordinances 

Resolutions and Ordinances Calendar/ Scheduling 

Operational: Hampers the passage 
of resolutions and ordinances        

Reputational: Decreased credibility 
and trust of public                                                                          

Regulatory: Republic Act No. 7160 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 2  Secretariat Personnel, 2 IT 
Specialist 

Facility / Equipment: Alternative Session 
Hall, Video and Audio Systems 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Communication / IT: Computer with MS 
Office, Facsimile, Internet Connection 

[50mbs] 

MUNICIPAL 
ACCOUNTING OFFICE 

Certification on 
Appropriations, Funds 

and Obligation of 
Allotments (CAFOA) as 
to availability of funds 

Signed CAFOA CAFOA certified by MBO & 
MTO as to availability of 

allotment and fund 

Operational: Non issuance of 
CAFOA will impede processing of 

claims.                                     
Reputational: Decreased trust and 
confidence of suppliers and users.                                              
Regulatory: RA 7160, Section 474 

Tier 1: Must be performed                           
within 0 - 12  hours 

People: 2 Administrative Aide, Municipal 
Accountant 

Facility / Equipment: Log Book, Computer, 
RAO 

Issuance of Municipal 
Accountant's Advice for 
Cheque Disbursements 

(MAACD) 

Signed MAACD Fully signed, checked, 
approved DV 

Operational: Issued Check cannot 
be claim by payee                                      

Reputational: Decreased trust and 
confidence of suppliers and users                                                                              

Regulatory: RA 7160, Section 474 

Tier 2: Must be performed 
from 12 - 24 hours 

People: 2 Administrative Aide, Municipal 
Accountant 

Facility / Equipment: Computer, Printer 

Processing of Financial 
Claims 

Approved DV as to completeness of 
supporting documents 

DV with attached supporting 
documents 

Operational: Non issuance of DV will 
impede processing of claims                          

Reputational: Decreased trust and 
confidence of suppliers and users.                                                                          
Regulatory: RA 7160 Section 474 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 2 Administrative Aide, Municipal 
Accountant 

Facility / Equipment: Log Book, Check List 

MUNICIPAL 
ASSESSOR’S OFFICE 

Appraisal of Land 
Declared for the first 

time, Building and Other 
Structures, Machineries 

and Equipment 

Land Declared for the first time, 
Building and Other Structures, 
Machineries and Equipment 

appraised 

Land Property: 
Payment/Cedula/Proof of 

Ownership/ Approved Plan 
Building: Cedula/ Request 
Letter/ Approved Building 

Permit/ Certificate of 
Occupancy 

Machinery: sales Invoice/ 
Sworn Statement 

Operational: RPT income will be 
affected 

Performance target unrealized 
Reputational: Decreased trust and 

confidence of the people.                                                                          
Regulatory: RA 7160, Section 474 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 Administrative IV, 1 
Administrative VI, Municipal Assessor 
Facility / Equipment:  Computer with 

Printer and Scanner 
Communication / IT: Computer, Facsimile, 
Internet Connection at least 10 mbs speed 

 

MUNICIPAL 
ENGINEERING 

OFFICE 

Design, Planning and 
Programming of 

Projects 

Program Of  Work , Project Plan 
  

Request from Client, 
Approval of Municipal Office / 
Barangay / Other Agencies 

Operational: Casualties in the 
affected area may increase due to 

unaccomplished projects that hinders 
the implementation of the Office's 

mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing 

Tier 3: Must be performed 
from 24 - 48 hours 

People: 2-3 staff Architect, Draftsman, 
Administrative Support 

Facility / Equipment: Laptop, Printer, 
blueprinting 

Communication / IT: Internet Connection, 
Telephone or Cellphone 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Infrastructure projects.                                                                              
Regulatory:  

Project Management 
and Monitoring 

 
Progress and Monitoring Report  

 
Request from Barangay and 

Contractor  

Operational: Casualties in the 
affected area may increase due to 

unaccomplished projects that hinders 
the implementation of the Office's 

mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing 

Infrastructure projects.                                                                               
Regulatory:  

Tier 1: Must be performed 
within 0 - 12 hours 

People: 2-3 person Engineer, Architect,  
Administrative Support 

Facility / Equipment: Laptop, Printer, 
Meter tape, Roller Tape 

Communication / IT: Internet Connection, 
Telephone or Cellphone 

 

Provision of  Regulatory 
Services  

Building, Fencing, Demolition, 
Excavation, Occupancy and  Annual 

Building Permit 

  Operational: Casualties in the 
affected area may increase due to 

unprocessed permits that needed in 
the provision of services of the 

Office's mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing office 

services.                                                                               
Regulatory:  

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1-2 staff Regulatory focal,  
Administrative Support 

Facility / Equipment: Laptop, Printer 
Communication / IT: Internet Connection, 

Telephone or Cellphone 
 

Inspection and 
Acceptance of Delivery 

Purchase Order , Receipt , 
Inspection and Acceptance Request 

Program Of Work, Project 
Plan, Statement of Work 

Accomplished   

Operational: Casualties in the 
affected area may increase due to 

unaccomplished projects that hinders 
the implementation of the Office's 

mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing 

Infrastructure projects.                                                                               
Regulatory:  

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1-2 staff Engineer, Administrative 
Support 

Facility / Equipment: Laptop, Printer , 
Meter tape, Roller Tape, Caliper, Camera 
Communication / IT: Internet Connection, 

Telephone or Cellphone 
 

Inspection of Projects Certification of Projects Program Of Work, Project 
Plan, Statement of Work 

Accomplished   

Operational: Casualties in the 
affected area may increase due to 

unaccomplished projects that hinders 
the implementation of the Office's 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 2-3 person Architect, Draftsman, 
Administrative Support 

Facility / Equipment: Meter tape, Roller 
Tape 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing 

Infrastructure projects.                                                                               
Regulatory:  

Communication / IT: Internet Connection, 
Telephone or Cellphone 

 

Processing of POW Request letter, AIP, Project Brief   Operational: Casualties in the 
affected area may increase due to 

unaccomplished projects that hinders 
the implementation of the Office's 

mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing 

Infrastructure projects.                                                                               
Regulatory:  

Tier 3: Must be performed 
from 24 - 48 hours 

People: 2-3 person Engineer, Architect,  
Administrative Support 

Facility / Equipment: Laptop, Printer, 
blueprinting 

Communication / IT: Internet Connection, 
Telephone or Cellphone 

 

Repair and 
Maintenance of 

Buildings/Offices, 
Streetlight, Recodo Port   

Monthly Maintenance Report Request letter, Authorization 
to Conduct Activity 

Operational: Casualties in the 
affected area may increase due to 

unprocessed permits that needed in 
the provision of services of the 

Office's mandate.                                    
Reputational: Decreased credibility 

and trust of public to Municipal 
Engineering Office in managing office 

services.                                                                               
Regulatory:  

Tier 1: Must be performed 
within 0 - 12 hours 

People: 2-3 person Engineer, Maintenance 
and Repair Staff 

Facility / Equipment: Repair and 
Maintenance Tool  

Communication / IT: Internet Connection, 
Telephone or Cellphone 

 
 

MUNICIPAL 
AGRICULTURE 

OFFICE 

Provision of Technical 
Assistance 

Agricultural technical assistance 
rendered to the farmer and fisher 

folk clients 
-Animal health care 

-Crop pest management 
-Fishery Concerns 

Proper coordination/farm visit 
to the clients 

Operational: Unattended concerns 
may worsen the pest infestations, 
crop disease, animal disease and 

etc., thus will result to the decrease in 
production and unprofitability. 

Reputational: Decreased credibility 
and trust of farmer and fisher folk 
clients in the delivery of technical 

services of the office 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 9 Agricultural technicians 
Communication / IT: Mobile phone, 

Camera, GPS 
Others: Pest field guide, manuals 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

Provision of Agricultural 
Intervention 

Farm and fishery inputs distributed 
to the farmer and fisher folk clients  

Farm inputs, subsidies and 
fishing gears and other 
production interventions  

Operational: Delayed distribution of 
farm inputs may affect to the planting 

schedule as well as irrigation 
schedule and harvest season.  

Tier 3: Must be performed 
from 24 - 48 hours 

People: 9 Agricultural technicians 
Facility / Equipment: Venue for distribution 

Communication / IT: Camera 
Others: Budget 

Agricultural Risk and 
Damage Assessment 

and Reporting 

Damage to agriculture and fishery 
brought by risk and disasters 

assessed and reported 

Proper coordination and site 
visit to the affected areas 

Operational: decision making 
specially on declaration of state of 

calamity will be affected due to 
insufficient data provided, also there 

will be no basis of rehabilitation 
program 

Reputational: non-compliance to the 
roles in MDRRMC in post disaster 

assessment and reporting 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 9 Agricultural technicians 
Communication / IT: Mobile phone, 

Camera, GPS 
 

MUNICIPAL HEALTH 
OFFICE 

Maintain appropriate 
infection prevention and 

control measures by 
adhering to minimum 

health standards 

Information Dissemination through 
advisories in social media platform.  

Adaptation of DOH Protocols, 
Guidelines and 

Memorandum, Situationer on 
latest trends. 

Operational: Public responses will be 
unfavorable and incur detrimental 

consequences. Additionally, people 
may not follow the guidelines 

provided by recognized national and 
international health organizations. 

This could result to outbreaks. 
Reputational: Decreased credibility 

and public trust. 
Regulatory:  

DOH Administrative Order No. 2020-
0015 

Tier 1: Must be performed 
within 0 - 12 hours 

People: 1 MHO, 1  IT Specialist, 1 MESO 
Facility / Equipment: Operation Center, 

Desk, Printer, Scanner 
Communication / IT: Computer [indicate 

specs and Applications needed], Facsimile, 
Internet Connection [indicate speed] 

Others: MHO STAFF 
 

 Ensure timely detection 
of cases; Adherence to 

the epidemiologic 
investigation and 

surveillance 

List of total number of cases. Tally of 
reports from other institutions. 

Daily Covid-19 Tracker. 
Reports from HESU, PESU, 

MESU 

Operational:  
Public responses will be unfavourable 
and incur detrimental consequences. 
Additionally, people may not follow 

the guidelines provided by recognized 
national and international health 

organizations. This could result to 
outbreaks. 

Reputational: Decreased credibility 
and public trust. 

Regulatory:  

Tier 2: Must be performed 
within 12 - 24 hours 

People: MHO (1), MESO (1), Medical 
Technologist (1), DSO (1), Nurse (2), 

Laboratory Aid (2), 1 Driver 
Facility / Equipment: Operation Center, 

Desk, Printer, Scanner 
Communication / IT: Computer/ Laptop, 

Mobile Phone, Internet Connection 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

DOH Administrative Order No. 2020-
0015 

Contact Tracing  Determine contact line list Reports from Contact Tracers 

Operational: Discrepancy of reports; 
ineffective surveillance will lead to 

outbreaks. Reputational: Decreased 
credibility and public trust. 

Regulatory:  
RA 11332 

Tier 2: Must be performed 
within 12 - 24 hours 

People: 1 MESO, 1 DSO, 15 Contact 
Tracers,  1  Driver 

Facility / Equipment: Operation Center, 
Desk, Printer, Scanner 

Communication / IT: Mobile Phone, 
desktop/ laptop, internet connection 

Management of Cases 

List of cases for Isolation and 
quarantine; Determine cases for 

Referral, Step down, TTMF, BIU and 
if allowed for Home Quarantine 

Reports from Contact 
Tracers, Diagnostic Testing 
Team, and from Hospitals 

Operational: Discrepancy of reports; 
ineffective Contact Tracing will lead to 

outbreaks and casualties. 
Reputational: Decreased credibility 

and public trust. 
Regulatory:  

DOH Department Memorandum 
2020-043 

Tier 2: Must be performed 
within 12 - 24 hours 

People: 1 MHO, 1 MESO, 4 Nurses, 9 
Midwives, 2 Drivers 2, Other health staffs 
Facility / Equipment: Operation Center, 
Desk, Printer, Thermal Scanners, Pulse 

Oximeter 
Communication / IT: Mobile Phone, laptop, 

internet connection 

Specimen Collection in 
Patients that are for 

RTPCR 
List of Patients verified for RTPCR 

Reports from Validated 
Contacts from DOH 

Operational: Discrepancy of reports; 
ineffective case management and 
mistagging of patients will lead to 

outbreaks and casualties to severe 
cases.  

Reputational: Decreased credibility 
and public trust. Regulatory:  

DOH Department Memorandum 
2020-0439 

Tier 3: Must be performed 
within 24 - 48 hours 

People: 1 Medical Technologist, 3 Nurses, 
2 laboratory Aide 

Communication / IT: Mobile Phone, laptop, 
internet connection 

Out Patient 
Consultation and other 
Primary Health Care 

Services 

Accessible health care services; 
Quality health management; 

Prevention of  disease and illnesses;  
Health Promotion 

Data on iClinic Sys and 
FHSIS 

Operational: Outbreak on Diseases, 
poor quality of life 

Reputational: Decreased credibility 
and public trust 

Regulatory: Republic Act 11223 

Tier 1: Must be performed 
within 0 - 12 hours ( 

Depending on the case) 

People: 1 MHO, 1 RHP, 1 Medical Officer, 1 
Nurse 1  IT Specialist 

Facility / Equipment: Municipal Health 
Office, Desk, Thermal Scanner, BP 
apparatus, Stethoscope, Otoscope 

Communication / IT: Desktop with installed 
iClinic Sys and FHSIS database, Internet 

Connection 

Continuous Covid-19 
Vaccination 

Increased number of vaccinated 
individuals in the Municipality 

Memorandums, Guidelines 
and Advisories from the 
Department of Health 

Operational: There will be an 
increase of COVID-19 cases in the 

Municipality 

Tier 1: Must be performed 
within 0 - 12 hours ( 

Depending on the case) 

People: 1 Physician, Vaccination Team, 
Monitoring Team and Registration Staff 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

 
Reputational: Increased public 

health threat and possible loss of life 
 

Regulatory: Republic Act 11223 

Facility/Equipment: Vacination Site with 
cold chain management, Registration forms, 

BP apparatus, Stethoscopes, Oximeter, 
AEFI Kit, Medicines, Vaccines, Vaccine 

Carrier, and other medical equipments for 
vaccination 

 
Communication and IT: Mobile phone and 

Internet connection 

Health assessment of 
individuals affected by 

the disaster 
Timely Medical Intervention 

Incident and casualty report 
provided by the Incident 

Response Team 

Operational: Outbreak of Disease, 
prolonged agony of casualties, 

possible loss of life 
 

Reputational: Decreased credibility 
and public trust. 

 
Regulatory: Republic Act 11223 

 

People:  Emergency Response Team 
1 physician, 2 nurses, 2 Midwives, 
Barangay Health Worker Leader 

 
Communication/IT: Mobile phone, Internet 

connection 
 

Facility and Equipment: Transport vehicle, 
Stethoscopes, BP apparatus, Oximeter, 

First Aid Kit, Hygiene Kits, Drugs and 
Medicines, Rapid Sugar and Cholesterol 

Test 

MUNICIPAL 
TREASURY OFFICE 

Collect Local Revenue 
Income 

Community Tax Certificate, 
Business Taxes, Clearances and 
Certificates, Fees and Charges 

Accountable Forms Number 
0016, 51, 52, 53, 54 & 56 

Operational:  
Income collections will decrease 

Reputational: 
Client satisfaction rate will drop 

Regulatory:  
New Revenue Code of Pinamalayan 

2013 

Tier 1: Must be performed 
within 0 - 12 hours 

People: Revenue Collection Clerk I (5), 
Cashier II 

Facility / Equipment: Computer set (5), 
Printer Epson LX-310 (5), Epson L3110 (6), 

Cash Coin Register (5), Calculator (6), 
Adding Machine (1) 

Communication / IT: Router, Modem & Lan 
Cables, Internet connection, iTAX System 
Others: iTAX Programmer (PTO Calapan) 

Disbursements of Cash 
and Checks 

General Fund, SB, Trust Fund, 
Special Education Fund and 

Proceeds of Loans 

Disbursement Vouchers and 
Checks 

Operational:  
Bills payment will be delayed and it 

will cause penalty 
Reputational:  

Client trust can be affected 
Regulatory:  

Tier 1: Must be performed 
within 0 - 12 hours 

People: Disbursing Officer I, Administrative 
Aide III, Administrative Assistant I, 

Administrative Aide IV,  
Facility / Equipment: Computer set (4), 

Printer Epson L3110 (4), Printer Epson LX-
310 (1), Adding Machine (1) 
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OFFICES MISSION ESSENTIAL 
FUNCTION 

MEF OUTPUT MEF INPUT IMPACT TO ORGANIZATION IF 
NOT PERFORMED 

RECOVERY TIME 
OBJECTIVE (RTO) 

RESOURCE REQUIREMENT 

As per COA Rules and Regulation Communication / IT: Router, Modem & Lan 
Cables, Internet connection 

Updating of Cashbook 

General Fund, SB, Trust Fund, 
Special Education Fund, Proceeds 
of Loans, PFPR, EFPS, High Yield 

Savings Account, GBH PRI - 
RMWHEEF, GBH PRI - DLF, EPRS, 

and Hospital Charges 

Cashbooks 

Operational: Income and Expenses 
cannot be monitored if cashbook is 

not updated 
Reputational: Audit Observation 

Memo might issue by COA 
Regulatory : As per COA Rules and 

Regulation 

Tier 1: Must be performed 
within 0 - 12 hours 

People: Municipal Treasurer and Assistant 
Municipal Treasurer 

Facility / Equipment: Cashbooks (2) 
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9.  Activation Criteria, Procedures and Authority  

9.1 Activation of Public Service Continuity Plan (PSCP) 

The Local Chief Executive (LCE) as Responsible Official (RO) will declare the activation of the PSCP. This decision is supported 

by recommendations from the Municipal Disaster Risk Reduction and Management Council (MDRRMC) and Local Inter-Agency Task Force 

(LIATF). 

 

9.2 Criteria for Activation 

The Public Service Continuity Plan (PSCP) shall be activated through the authority of the Local Chief Executive once the following 

conditions/criteria has been cited: 

• Disruption of Mission Essential Functions (MEFs) of Offices based on identified recovery time objective within an organization 

which will result to significant downtime. 

• Loss of critical function holder. 

• Result of Damage Assessment Report recommended by the Incident Management Team. 

 

9.2.1 Activation of Incident Management Team (IMT)  
The IMT will be activated upon the recommendation of the Incident Response Team 
(lRT) to the Incident Management Team (IMT), or by the Responsible Official (RO).  

 
9.2.2 Declaration  
The LCE as the Responsible Official shall provide an advisory on the status of an incident upon the recommendation of Incident Response 
Team and confirmation of the Incident Management Team.  

 

9.3 Succession Planning  
a. The Local Chief Executive (LCE) as the head of the Agency, is the Responsible Official (RO), with the authority in making decisions 

and providing directions to the IMT, in particular, and to the whole LGU in general during emergencies and disasters. The Succession 
of Command with respect to the PSCP is as follows:  

1. Responsible Official/ Incident Commander 
2. Deputy Incident Commander 

 

b. The authority can be delegated by the Responsible Official through an issuance or instruction.  
 
In the absence of the Responsible Official, the highest official present on site shall assume the authority to manage the emergency or 
disaster response operations and shall turnover the authority as soon as the designated Responsible Official is available. 

 

9.4 Establishment of Incident Management Team and Incident Response Team 
a. The Incident Management Team (IMT) shall be activated together with the Incident Response               

Team (IRT) based on the recorded incident.  
b. The IRT shall lead the Operations Section Chief of the IMT. 
c. The IMT shall conduct regular Simulation Exercises (SIMEX):  

• Table Top Exercises (TTX) — Twice a month 
• Drills — Quarterly  
• Full Scale Exercise — Once a year 

 

9.4.1 Incident Management Team 

ROLE RESPONSIBILITIES FOCAL 

Deputy Incident 
Commander 
 

•Receives authority from the Responsible Official (RO); 
• Sets incident objectives;  
• Leads the tactical incident response; 
• Assesses the situation; 
• Establishes the appropriate Incident Command  
System (ICS) organization based on the situation; 
• Establishes the response priorities; 
• Ensures planning meetings are scheduled as required;  

• Approves and authorizes the implementation of the 
Incident Action Plan or Response Plan;  
•Ensure that adequate safety measures are in place; 
•Approves requests for additional resources and for  
their release; 
•Coordinates with key people and officials;  
•Reports process and updates on the operations to the RO; and  
•Authorizes release of information to the media; 

LDRRMO III/ 
Municipal Health 
Officer       

Information 
Officer 

• Focal person for information dissemination; and 
• Works closely with public information officers and the media. 

Municipal 
Administrator 



PUBLIC SERVICE CONTINUITY PLAN (PSCP) 2024 
Municipality of Pinamalayan 

      Municipal Government of 

   PINAMALAYAN 

Classification  

Document Title Pinamalayan Public Service Continuity Plan 

Document No. MGOP-PSCP-001 
Revision no. 0 
Effective Date  

 

Page 40 of 73 
 

ROLE RESPONSIBILITIES FOCAL 

Safety Officer • Works closely with Operations, Planning, and Logistics Officer and 
Incident Response Team; 

•  Anticipates, detects and corrects unsafe situations;  
   and 
• Has emergency authority to stop unsafe operations. 

OIC – Chief of Police 

Liaison 
Officer 

• Contact point for agency representatives 
 

LDRRMO II 

Operations 
Section Chief 

• Directs execution of all tactical operations; and 
• Usually the first organization assigned to the incident. 

Municipal Engineer 

Planning 
Section Chief 

• Collects, evaluates and processes information; 
• Develops incident action plan; and 
• Maintains situation and resource status. 

Municipal Planning 
and Development 
Coordinator 

Logistics 
Section Chief 

• Provides resources and all other services to support the responder  
including facilities, transportation, communications, supplies, 
equipment maintenance, fuel, food services and other medical services 

Municipal Social 
Welfare and 
Development Officer 

Finance 
Section Chief 

• Monitors incident costs; 
•Maintains financial records; and 
• Coordinates procurement contracts. 

Municipal Budget 
Officer 

 
 9.4.2 Contact Tracing Team (CTT) 

In the case of a pandemic, the CTT Team leader shall also serve as the Isolation Coordinator (IS) and take the lead in managing the cases. 
The CTT/IS shall be composed of the following:  

▪ Municipal Health Officer 
▪ OIC – Chief of Police 
▪ Municipal Fire Marshall 
▪ Local Disaster Risk Reduction and Management Officer III 
▪ Medical Technologist 
▪ Nurse 
▪ Municipal Epidemiology and Surveillance Officer 
▪ Sanitary Inspector 
▪ Barangay Health Worker Leader 

a. Responds quickly and contact appropriate medical and emergency services;  
b. Assesses and evaluates the extent of the incident and its potential impact on the LGU operations and infrastructure supports;  
c. Provides status of incident and recommend succeeding actions to be taken;  
d. Establishes and manages a support team to preserve and protect vital business operations and facilitates the return to normal 

operation;  
e. Ensures employees and external organizations are notified; and  
f. Assigns required responsibilities and activities. 
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9.5 Procedures on the activation of the PSCP 

 

After an incident, the Incident Response Team (IRT) shall assess the 

damage/impact in the organization and shall submit a report to the Incident 

Management Team (IMT), for recommendation to the LCE. 

  

 

 

 

 

 

 

The LCE shall declare the activation of the PSCP base on the recommendation 

of the IMT. 

 

 

        

 

 

Upon activation, the LCE shall provide the resources needed to recover the 

Mission Essential Functions (MEFs). 

 

 

 

   

 

 

 

After identifying the MEFs according to the level of prioritizations, the LCE shall 

declare the restoration of operation 

 

 

 

 

 

Upon the restoration of operation, the LCE can already      declare the 

deactivation of the PSCP and resumption of normal operation. A post-incident 

evaluation is done to ensure that the measures are assessed for continual 

improvement. 

 

  

DAMAGE ASSESSMENT REPORT  

ACTIVATION OF PSCP 

PROVISION OF RESOURCES 

NEEDED  

OPERATION IN RECOVERY 

MODE 

POST- INCIDENT EVALUATION 
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9.6 Authority 

 

 

 

 

   

 

    

 

 

   

  

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

HON. ARISTEO A. BALDOS, JR. 
Municipal Mayor 

Responsible Official/ 
Incident Commander 

  MARLO C. ROSALES 
Local Disaster Risk Reduction and 

Management Officer III 
Deputy Incident Commander 

(Disaster) 

PLTCOL ANTHONY J. RAMOS 
 OIC-Chief of Police 

Safety Officer 

  MIRASOL J. SANTOS 
Municipal Administrator 

Information Officer 

   
DANIEL Q. FRUELDA 

Local Disaster Risk Reduction and 
Management Officer II 

Liaison Officer 
 

 ENGR. MANOLITO O. MASCULINO 
Municipal Engineer 

Operations 
 

 DR. NIÑA KRISTINNE L. PUNZALAN 
Municipal Health Officer 

Deputy Incident Commander (COVID-19) 

 EnP ROSENIO A. TORIANO 
MPD Coordinator 

Planning 

 GRACE EUNICE F. FABELLA 
MSWD Officer 

Logistics 

ZAIDA D. MICIANO 
Municipal Budget Officer 

Finance and Administration 
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10. Continuity Strategies 

To continue public service of the Local Government Unit of Pinamalayan, the continuity strategies are focused on the impact areas that are critical to 

the organization’s operation. 

ELEMENTS CONTINUITY STRATEGIES 

Facilities/Equipment 

• Identify a continuity facility capable of supporting essential operations, positions and personnel 

• Maintain a listing of alternate site or temporary workspace that can be occupied while the original 
building is being rebuild. 

• Moving and recovering strategies for MEF at the alternate location including the pre-positioning of 
supplies, mirroring computer systems and databases at the alternate facility. 

• Continuous disinfection of Offices during health emergencies. 

• Acquisition of Office Fixtures and Furnitures 

• Place, amenity or structural services and necessary items, gears, apparatus where services or 
support to services are provided. 

• Establish online consultation/processing hub for clients 

• Procurement of back-up rescue equipment and stockpiling of rescue equipment. 

• Establish partnership, covered through MOU/MOA, with other sectors (private, CSO) that can provide 
alternative site 

• Adequate office, medical and other supplies must be provided 

• Ensure fast internet connection 

• Identify alternative slaughter sites 

• Establishment of Protocols / Guidelines on Generator Set and back up ICT equipment Utilization 

• Upgrading of the Public Address System 

• Upgrading and maintenance of the CCTV Equipment 

• Procurement of soil and water test kits for different parameters 

• Service vehicle 

• Procurement of test kits, Personal Protective Gears and other medical supplies and procurement of 
disinfection machine. 

• Establishment of Alternate Sites such as the following: Early Childhood Development Center, 
Municipal Gymnasium, MIMAROPA Regional Conference Hall and East District Hall, Juan Morente 
Senior Memorial Pilot School                                                                                                                                                            

People 

• Observe Alternative Working Arrangement (AWA), if necessary. 

• Provision of service vehicle for LGU Employees. 

• Provision of health essentials supplementation to all employees. 

• Establishment of Pool Response Teams. 

• Establish Order of succession (Primary and Alternate of ICTD Personnel) through Memorandums. 

• Provision of trainings, seminars, drills and simulation activities for employees. 

• Release all financial benefits and assistance to all entitled employees. 

• Conduct of Orientation about COVID-19. 

• Designation of IT personnel and Admin staff responsible for data banking and record recovery 

• Appraisal and Assessment Team 

• Cash Ticket Collectors 

• Designate emergency response team/coordinators 

• Establish of clear order of succession for an orderly and predefined transition of 
leadership/management within the organization 

• Establish Order of Succession (Contact Tracing Team) through Memorandums and training of contact 
tracers 

• Establish Order of Succession (DTT) through Memorandums.                                                                  

• Establish Policies on Specimen Collection 

• Establish Order of Succession (IQMET) through Memorandums.                                                               

• Establish Policies on Patient Management, Infection Prevention and Control, Use of PPE, 
Decontamination, Disinfection and Sterilization 

• Establish Order of Succession (Primary & Alternate of ICTD Personnel) through Memorandums and 
Training on Disaster Recovery 

• Establish Order of Succession (Team Deployment) through Memorandums and training on ICS, 
RDNA, WASAR and SRR. 

• Identification of Alert Teams (Alpha to Charlie)         

• Training on Public Information Dissemination and Risk Communication 

• Personnel, stakeholders that has a great role for ensuring operations of the office/agency’s essential 
functions. 

• HRMO Personnel 

• GSO Head and at least 3 permanent staff 

• Zoning Officer III, I and Light and Heavy Equipment Operators 

• Establishment of Alternate Inspectorate Team 

• Tax mapper team and Training on Appraisal 
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ELEMENTS CONTINUITY STRATEGIES 

• MEO Staff (Planning, Quality Control, Construction, Regulatory and Maintenance Division) 

• Designation and establishment of Quick response team who will immediately respond on concerns 

• Designation and establishment of Disbursement team who will facilitate the distribution. 

• Designation of risk and disaster assessment team 

• Municipal Health Officer and Training on Public Information Dissemination and Risk Communication 

Vital Records 

• Established Vital Records Protection Guide. 
1. Records Categorization (Masterlist, Directories, Monitoring, Emergency operating records-

Directories and Tracking list) 
2. Records Duplication (online database, cloud storage or external storage device) 
3. Records Protection (Hazard-resistant storage or Off-sites) 

• Creation of MOU between DICT as back-up information reservoir. 

• Develop OCD Manuals on voice and data connectivity. 

• Establish manual of procedure for COVID-19 Guidelines and Protocols 

• Establish Manual of Procedure for Covid-19 Prevention & Control 

• Back-up copy in the Provincial Office 

• Develop Manuals and proper line listing. 

• Establishment of Automatic Back-up of all Response Operations documentation in a IMS, Response 
Operations documentation in a IMS, announcements made in the PAS, existing and completed 
permits, existing and completed projects documents and incidents reported 

• I-tax Server 

• Daily Trip Record/Driver's Report 

• Tax mapping of every barangay 

• Approved Land Plan 

• Index Card Recording 

• Duplicate copy of Tax Map Database   

• Fire Resistant Vault 

• Approved PR, RFQ, PO, CAFOA, OBRE, etc 

• ARE,IIRUP 

• Essential documents utilized by the office/agency relative to critical processes 

• Historical Records on pest and diseases occurrence 

• Inspection Report 

• Inventory Report of Buildings and Vehicle/ Assessment Report of Building/Land Transportation Official 
Receipt of Registration 

• Inventory Report of government buildings and facilities/Funding Source 

• Technical Assistance Reports 

• Trainings/Funding Source 

Communications and 
Technology 

• Establish Hierarchy of Communications and identify primary and alternate communication 
system/Medium (e.g., landline, VSAT, Mobile phones, internet and two-way radio). 

• Establishing communication plan. 

• Procurement of GPS and Drone for rapid mapping and damage assessment. 

 

    

11. Resource Requirements 

End-user requirements • All employees to be provided with the appropriate PPEs.  
• It's recommended for LGU-Pinamalayan  personnel to use office-issued equipment/devices while working 
offsite. 
 •Work-from-Home personnel shall be provided with the data connection devices and/or communication 
allowance, in the absence office-issued device. 
• For extreme cases, gas allowance shall be provided to employees who are required to report to the LGU-
Pinamalayan subject to the approval of the Administration. 
• Personnel must immediately report lost or stolen devices to IT and/or Security.  
• Other health and safety requirements. 

Vital Records   • Paper business records and files must always be secured and managed according to LGU-Pinamalayan's 
retention policies and applicable legal holds.  

Voice and Data 
Communication 

•Conversations and phone calls involving sensitive  
data must be held in private locations. 
•Communications be assigned in work for home mechanisms. 
• Communications equipment for the LGU-Pinamalayan Health Emergency Hotline.  

Equipment 
requirements  

• Infection Control Supplies 
The following infection control supplies shall be regularly available in strategic places: 
o Antibacterial Soap/Liquid within bathrooms; 
o Antibacterial Soap/Liquid within kitchen areas; 
o Hand sanitizers/alcohol in common areas; 
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o Paper towels and/or bathroom tissues; 
o Foot bath; and 
o Others, as deemed necessary. 
• Personal Protective Equipment (PPE) 
The following PPE shall be regularly available:  
o Face mask surgical facemask; 
o Nitrile gloves; 
o N95; and 
o Full body PPEs (head cap, surgical mask (150 GSM), safety googles, face shield, nitrile gloves, full body cover 
(95 GSM), full size shoe cover, sanitizer pouch bag, and waste bag).  
 
•Medical Supplies and Equipment 
Regular medical supplies and equipment shall be made available in the clinic: 
o Rapid Testing Kits; 
o Medicines; 
o Vaccines; and 
o Others, as required by the Office Doctor. 
 
•ICT Equipment 

Provision of Support 
Mechanism to Personnel 

•PPEs; 
• Health/psychosocial interventions; 
• Transportation; 
 • Personnel lodging/quarters; 
• Defrayal of costs incurred during WFH; 
• Full administrative and logistical support to probable, suspected and confirmed cases; 
• Monetary and in-kind forms of incentives; 
• Program for health and fitness; 
• Continuous training and education on health and safety protocols. 

 Provision of procurement 
process  

• Procurement of the resources related to this Public Service Continuity Plan (PSCP) shall follow the GPPB 
Resolution 03-2020 and subject to the usual accounting and auditing.  

 

 

12. Communication Procedure 

I. ESTABLISHMENT OF EMERGENCY HOTLINE FOR EMPLOYEES 
A. HEALTH EMERGENCY 

a. There shall be an established an LGU HEALTH EMERGENCY HOTLINE accessible to all employees for their respective health 
concerns and for reporting of suspected cases of COVID-19. (See Appendix J — "Contact Information of the Incident Management 
Team") 

b. For any health concern, an employee may contact the hotline number for consultations. 
c. General health and mental health concerns shall be referred to the Municipal Health Office while suspected cases of Covid-19 shall be 

referred to the Municipal Epidemiology and Surveillance Officer (MESO) or to the Municipal Health Officer (MHO). 
d. Upon confirmation of the case, the MESO shall coordinate to the Municipal Laboratory Unit or Diagnostic Testing Team (DTT) for 

diagnostic testing of the employee. The DTT will then report the result of the test to the MESO. The concerned Bureau/Services/Field 
Office, or Office Unit Heads shall be kept informed on the latest developments on the case 

e. If the result turned out reactive for Covid-19 Virus, the DTT shall also inform the Contact Tracing Team (CTT) and the Facility Manager 
for Isolation, Quarantine, Management and Evaluation Team (IQMET). The MESO will report the case to the MHO, to the Provincial 
DOH Office, Provincial Health Office for updating of the COVID-19 Daily Tracker and agencies like the MSWDO for Food Assistance 
shall the family members be put under strict home quarantine. 

f. The Municipal Health Officer shall inform the Executive Committee through the Head Executive Assistant on the status of the suspected 
case. 
 

B. DISASTERS and ACCIDENTS EMERGENCY 
a. There shall be an established an LGU EMERGENCY HOTLINE accessible to all employees for emergency concerns. (See Appendix 

J — "Contact Information of the Incident Management Team") 
b. For any emergency situation, an employee may contact the hotline number for consultations. 
c. General health and mental health concerns shall be referred to the Municipal Health Office. During emergency situation, the employee 

will be categorized according to the priority in triaging. 
d. Mild cases (Green) shall be catered in the municipal health office and be treated as outpatient care. Moderate to Severe cases (Yellow) 

will be given first aid treatment and will be transferred to higher institution for continuity of care. (Refer to Table 1) 
e. Employees tagged as critical case (Red/Black) will be immediately transferred to the nearest hospital. (Refer to Table 1) 
f. The BFP should be called in case of fire. 
g. During disasters, the employees must follow the guidelines and protocol. The MDDRMO will conduct search and rescue depending on 

the severity of the situation. This will lead to activation of Operation Center and will be headed by the Incident Commander. 
h. The MDRRMO shall inform the Executive Committee through the Head Executive Assistant on the status of the LGU during and after 

the disaster. 
 



PUBLIC SERVICE CONTINUITY PLAN (PSCP) 2024 
Municipality of Pinamalayan 

      Municipal Government of 

   PINAMALAYAN 

Classification  

Document Title Pinamalayan Public Service Continuity Plan 

Document No. MGOP-PSCP-001 
Revision no. 0 
Effective Date  

 

Page 46 of 73 
 

 

II. CALL TREE STRUCTURE 

A. For Health Emergency 
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B. For Disasters and Accidents Emergency 
 

 
 

Table 1: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

C. RECOVERY STRATEGIES 
Recovery strategies includes thorough plans, procedures, and measures that will enable Public Services to be recovered as quickly 
and effectively as possible with minimal interruption while maintaining critical functions and services before an emergency event or 
disruption. For this, the disruption is due to COVID-19, the recovery strategies include: 

 
A. Recovery/Restoration of Affected Facility 

a. The MDRRMO and Sanitary Inspector to ensure that the affected facility is disinfected immediately according to the General 
Disinfection Measures. 

b. The Municipal Health Office to recommend on whether to return or relocate to an alternate site. 
c. Executive Committee (ExeCom) to decide on the recommendations of the Municipal Health Office. 
d. COVID Task Force to review, recalibrate or readjust health and safety protocols as necessary. 
e. Administrative Services to acquire the necessary resources and support for restoring agency operations especially for 

mission essential functions. 
f. Administrative Services to set the guidelines in re-establishing normal operations. 
g. ExeCom to decide on the resumption of operations at pie-disruption level.  

 
 

B. Reintegration in the Workforce 
Returning employees and workers physically reporting to their respective offices shall be screened and cleared of COVID-19 symptoms, 
including fever, cough, colds and other respiratory symptoms, and/or relevant history of travel or exposure within the last 14 days.  

TAGGING DURING TRIAGE AND RESCUE: 
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In this case, a medical certificate is required.  Further, employees who have undergone quarantine shall also present quarantine 
completion certificate. Moreover, the following shall be adhered to:  

 
a. Pre-established working arrangements, preferably work-from-home or skeletal workforce to exclude high risk employees; 
b. Safety Management Officers monitor COVID-19 prevention and control measures such as physical distancing, wearing of 

facemasks, regular disinfection, and compliance to scanning and accomplishing health declaration form. 
c. Ensure that the workplace enforce infection control procedures and all practices are safe to avoid any "relapse"; 
d. Implement activities to promote physical and mental resilience among their employees and staff; 
e. Establish referral network for employees who will develop symptoms. 
f. Provide vitamins and other health amenities for personnel; and 
g. Provide a platform for such employee to share his/her experiences.  

 
C. Conditions to Return to Normal Operations 

Below are the conditions required before going back to the normal state of operations before the pre-COVlD-19 disruption level: 
a. Lifting of the COVID-19 pandemic issuance by the World Health Organization (WHO); 
b. Lifting of State of Public Health Emergency throughout the entire country from the Office of the President; 
c. Declaration from a pertinent Authority or body that business/service environment is safe to return and resume 100% of its 

business/service operations; 
d. Real Time Polymerase Chain Reaction (RT-PCR) Test has been conducted to all employees; and 
e.  All employees are fully vaccinated by any COVID-19 vaccine. 

 

13. Testing and Maintenance 

EXERCISE METHOD PARTICIPANTS EXERCISE OBJECTIVES SCHEDULE 

Seminar /Orientation on the PSCP All employees of the MGOP To orient all staff on the LGU Pinamalayan 
PSCP.                                               Specifically 
to:                                                                                                                          
1) Communicate the roles of each personnel 
relative to the established PSCP; and                                 
 2) Convey to the staff the established chain of 
command in time of emergency. 

First Quarter of 2022 

Drill:  
-Call Tree 
-Fire Drill 
-Earthquake Drill  

All employees of the MGOP To assess the effectiveness of the established 
[Agency] Call Tree Protocol in the 
implementation of the PSCP.                                                                          
Specifically to:                                                                                                            
1) Determine alternative Hierarchy of 
Communications; and                                                     
2) Evaluate viability of identified Flow of 
Communication. 
3)To check effectivity and promote PSCP 

Depends on the 
approved schedule of 
National Simultaneous 
Earthquake Drill (NSED) 

Functional Exercise on Alternate 
Site Transfer in [JMSMPS 
Gymnasium] 

Operational Center 
Personnel 
1. LCE 
2. Executive Assistant II 
3. Senior Administrative 
Assistant III 
4. All Regular and Non 
Regular Personnel of MO 

To assess the completeness of the established 
[Agency] Guidelines on Alternate Site 
Activation for continuity of operation of the 
OpCen.                                                                     
Specifically to:                                                         
 1) Verify the identified RTO on Alternate (Hot) 
Site Transfer in [area of Alternate Site]; and                                                                                    
2) Update the Resource Requirements for 
Alternate Site Transfer. 

Second Quarter of 2022 

Trainings on Safety Officer (RDNA) All Safety Officers of 
MGOP, Members of the 
MDRRMC 

1. To implement proper guidelines of property 
and human safety 

1st to 2nd Quarter 2022 

Conduct of Simultaneous 
Evaluation of the approved PSCP 

Technical Working Group To evaluate the readiness  and level of 
awareness of employees on the PSCP  

December 2022 
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• DTI and DOLE Interim Guidelines on Workplace Prevention and Control of Covid-19 
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Team Functions As An On-Scene Disaster Response And Management Mechanism 
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15. Appendices 

Appendix A: COVID 19 Isolation Form 
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Appendix B: COVID 19 Case Form 
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Appendix C: COVID-19 Preparation and Arrangements  

For Employees Who Become Ill at Work 

 

1. Ensure that all LGU-employees are informed on who is the Isolation Coordinator and his/her contact details to call/report to if they 

become ill with COVID-19 symptoms while at work. 

2. All Isolation Coordinators must be trained in the proper use of full body PPEs (to include masks, gloves, etc.), understand this protocol, 

and have training in proper Hygiene, and COVID-19 symptoms and prevention practices. 

3. Ensure that there’s a place at the location (office/first aid room) has been designated as an Isolation Room in the event of employees 

reporting with COVID-19 type symptoms (this area should not be in a highly populated area. 

4. Ensure that the site and Isolation Coordinators knows the local health protocol; and the Emergency COVID-19 Hotline for reporting and 

transporting employees that detected with COVID-19 symptoms. 

5. Ensure that the site has a plan to transport any person to home or to designated health or isolation center/area. 

6. Ensure availability of ample sets of Personal Protective Equipment (PPEs) or a supply of masks (N95 or surgical), Nitrile (surgical 

gloves), cleaning equipment cloths and disinfectant is available in this area. 

7. Provide Rapid Testing Kits and/or DOH approved COVID-19 testing kits when and if available. 

8. Health and Safety Officer will be responsible to train the Isolation Coordinators, cleaning crews in basic Hygiene practices, and this 

protocol. 

9. Cleaners have been nominated and briefed on the PPE and cleaning operations required. 

10. A protocol for the proper disposal of cleaning materials, masks and gloves that have been used as per this protocol must be in place. 

11. Facility/Location manager are responsible to communicate this Protocol to all employees in the operation. 

 

 

 

Appendix D: Guidelines for Self – Quarantining: COVID-19 

 

Clarification of "Self-Quarantine" requirement: 

1. For suspected and probable cases, employees shall either be directed to an Isolation Facility or undergo self-quarantine for 14 days as 

prescribed by a medical professional if COVID-19 symptoms are present (see COVID-19 Self- Screening Information), directly exposed 

to COVID- 19, or, if a test from DDH recognized testing facilities shows positive results. 

2. Employees should avoid leaving the home, if possible, but, if, deemed necessary and essential, should practice strict good hygiene and 

social distancing. Work, while at home, is expected to continue where possible.  

 

Additional Guidance: 

The following are additional guidance to observe in case you are showing symptoms; have been directly exposed to; or, if you have already tested 

positive for COVID-19: 

a. Stay away from other people in your home. Stay in a separate room and using a separate toilet. Wear a face mask always. 

b. Limit contact with your pets, as there is a small chance that humans can pass the disease to dogs or other pets, though only one such 

case of such a transmission has been reported. 

c. No visitors allowed, unless healthcare professional provided intervention. 

d. If you need medical attention, call ahead to ensure you're going to the right place and taking the necessary precautions. 

e. Wear a face mask if you must be around other people, such as during a drive to the doctor's office. 

f. When you cough/sneeze, cover your mouth and nose with a tissue; immediately throw tissues in garbage; wash your hands with soap 

and water for at least 20 seconds; if that's not available, use alcohol-based hand sanitizer liberally that has at least 60% alcohol. 

g. Avoid sharing household items, including drinking cups, eating utensils, towels or even beddings. Wash these items thoroughly after 

using. 

h. Clean and disinfect high-touch surfaces daily using a household cleaner or wipe. These include: counters, tabletops, doorknobs, toilet 

fixtures, toilets, phones, keyboards, tablets and bedside tables. 

i. Clean surfaces that may be contaminated with blood, stool or bodily fluids. 

j. Shared spaces in the home should have good airflow. Use an air conditioner, electric fans, and/or open windows. 

k. Continue monitoring for any symptoms. If they worsen, such as you if you begin to have difficulty breathing, call your health care 

provider, designated LGU or local health facility/office for assistance and guidance, or report immediately to the hospital. Knowing the 

nearest capable hospital is a must. 

l. If practicable, arrange to have groceries, toiletries, and even medicines delivered by a reputable local supermarket or pharmaceutical 

firms. Also, make sure to inform health care providers of any medications you'll need, so they can arrange drop-offs of prescriptions as 

well. In terms of getting laundry done for those without machines at home, you could ask health care providers about that as well. 

 

 

 

  



PUBLIC SERVICE CONTINUITY PLAN (PSCP) 2024 
Municipality of Pinamalayan 

      Municipal Government of 

   PINAMALAYAN 

Classification  

Document Title Pinamalayan Public Service Continuity Plan 

Document No. MGOP-PSCP-001 
Revision no. 0 
Effective Date  

 

Page 55 of 73 
 

Appendix E: COVID-19 General Disinfection Measures 

 

• DEPARTMENT MEMORANDUM No. 2020 -0157: Guidelines on Cleaning and Disinfection in Various  
 Settings as an Infection Prevention and Control Measure Against COVID-19 

 
I. Preparation of the 0.5% Sodium Hypochlorite Solution (1:10 Solution) for surface disinfection (see Figure 1) 

a. Using commercially available household bleach at 5% active chlorine, dilute 1 part of bleach to 9 parts clean water; or 
b. Using chlorine powder/ granules/ tablet at 60%- 70% active chlorine, dissolve 1 tablespoon of chlorine (equivalent to 10 

grams0 to 2 liters of clean water. Mix the solution 
 

II. Preparation of the 0.05% Sodium Hypochlorite Solution for hand-washing (1:100 solution) (see Figure 2) 
a. Using the 0.5% solution of household bleach (Item I.a or I.b), add 1 part of the solution to 9 parts of clean water. For example, 

add 100 mL of solution (7 tablespoon) to 1 liter of clean water. 
 

III. Cleaning and Disinfecting of Buildings or Offices 
a. When cleaning and disinfecting: 

i. Wear disposable or impermeable gloves and gowns for all tasks in the cleaning process, including handling trash. 
ii. Additional personal protective equipment (PPE) might be required based on the cleaning/disinfectant products being 

used and whether there is a risk of splash.  
iii. Gloves and gowns should be removed carefully to avoid contamination of the wearer and the surrounding area. 
iv. If there is a shortage of PPEs available, wash hands often with soap and water for at least 20 seconds. Change 

clothes immediately after the cleaning and disinfecting activity. 
v. Always wash immediately after removing gloves. 
vi. If soap and water are not available and hands are not visibly dirty, an alcohol-based hand sanitizer that contains at 

least 70% alcohol maybe used. However, if hands are visibly dirty, always wash hands with soap and water. 
 

b. For hard surfaces, first clean then disinfect at least daily: 
i. Clean surfaces using soap and water. Practice routine cleaning of frequently touched surfaces. 
ii. High or frequently touched surfaces include: tables, doorknobs, light switches, countertops, handles, desks, phones, 

keyboards, toilets, faucets, sinks, etc. 
iii. Mop the floors with regular household detergent and water at least daily. The two- or three-bucket system used in 

cleaning and disinfecting community isolation units should also be observed in cleaning/disinfecting buildings. 
iv. Disinfection can be done using household cleaners and disinfectants, diluted household bleach solutions or alcohol 

solutions with at least 70% alcohol—as appropriate for the surface. Check to ensure the product is not past its 
expiration date. 

v. Like in community isolation units and homes, directly mopping or wiping surfaces in buildings is also more advisable. 
However, spraying of cleaning or disinfectant solution on a surface can also be applied with caution, and only when 
no other option is available,  

vi. Follow manufacturer’s instructions to ensure safe and effective use of the product. Many products recommend:  
1. Keeping the surface wet for several minutes to ensure microbes are killed. 
2. Precautions such as wearing gloves and having good ventilation during use of the product for application 

and proper ventilation.  
vii. Never mix household bleach with ammonia or any other cleanser. 

 
c. For soft surfaces (such as carpeted floor, rugs, and drapes): 

i. Clean the surface using soap and water or with cleaners appropriate for use on these surfaces at least weekly.  
ii. Launder items (if possible) according to the manufacturer’s instructions. Use the warmest appropriate water setting 

and dry items completely; or 
iii. Disinfect with an FDA-registered household disinfectant. 

 
d. For electronics (such as tablets, touchscreens, keyboards, remote controls, and ATM machines): 

i. Consider putting a wipeable cover on electronics.  
ii. Follow manufacturer’s instruction for cleaning and disinfecting. If no guidance, use alcohol-based wipes or solutions 

containing at least 70%alcohol. Dry surface thoroughly. 
 

IV. Disinfection of Vehicles (Service Vehicles) 
a. It is necessary to clean the vehicle before disinfecting. 

i. Microfiber cloths and mops are recommended for removal of up to 99% of microbes.  
b. Put on the PPE (consistent with health facility sanitary workers) and do not touch face further. 
c. Prepare bleach/disinfectant solution, according to the manufacturer’s instructions. 

i. For a 70% chlorine solution (calcium hypochlorite), mix ten (10) tablespoons of twenty (20) liters of water. Stir well 
for 10 seconds or until the chlorine has dissolved. Wait 30 minutes before use.  

d. Keep the windows and doors open for ventilation. 
e. If disinfectants cannot be applied directly, it may be sprayed, with caution, on surfaces like walls, doors, windows, glass, floor, 

etc. (avoid electronics) from one end to another.  
f. Remove the PPE and put into trash bag (infectious waste bin).  
g. Wash hands with soap and water and take a shower, change clothes immediately. 
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V. Disinfection of Surfaces in Open Areas  

a. All public places should be cleaned from solid wastes using appropriate solid waste management procedures and proper 
wastewater management schemes based on existing DOH and DENR guidelines.  

b. Disinfection of roads, pavements, benches and other surfaces in the open area during the enhanced community quarantine 
is recommended provided that the direct exposure of the public to the cleaning and disinfectant solution shall be avoided. 

c. Proper application of disinfectant using spraying or using a pump-action dispenser as deemed necessary, with the necessary 
precautions, shall be followed to protect also the workers from direct exposure to chemical. 
 

VI. Use of Disinfection Tents/Misting Chambers  
a. The US Center for Disease Control (CDC) reported the lack of microbicidal efficacy in the use of disinfectants but also adverse 

health effects where these methods were utilized. The use of misting tents for persons wearing regular clothes without PPEs 
may pose the following issues: 

i. Safety of the chemical disinfectant used. Based on literature, commonly used chemical disinfectants such as 
hypochlorite are irritant to the skin and the mucous membrane (eyes, nose, and throat). It may also have adverse 
health effects when inhaled in an enclosed environment; 

ii. Efficacy of the chemical disinfectant. There are limited evidence-based studies to show that chemicals used for 
surface disinfectants intended to eliminate the human coronavirus would have the same efficacy when applied in 
the ambient environment or in humans. 

b. Pending additional studies on demonstrating safety and efficacy, the use of disinfection tents, misting chambers, or sanitation 
booths for individuals without full PPE shall not be allowed. 

i. Given the evolving nature of evidence for COVID-19, activities conducted by LGUs and agencies prior to the release 
of this issuance shall not be held against the implementing agency. 

ii. All implementing agencies are advised to repurpose the materials and staff initially indicated for these activities to 
efforts consistent with DOH guidelines such as for use of chemicals for surface disinfection, use of booths for 
temporary isolation or triage areas, or reallocation of staff for contact tracing. 

iii. Individuals in full PPEs, characterized as having no external skin exposure, may be subjected to misting or spraying 
before doffing their full PPEs with careful consideration of the eyes, nose, and mouth/throat. 
 

VII. Storage of Chlorine and Prepared Solutions  
a. Store chlorine (liquid or powder) in air-tight non-metallic containers, away from heat, light and humidity in a ventilated area.  
b. Carefully close disinfectant containers after use.  
c. Never place in contact with water, acid, fuel, detergents, organic or inflammable materials (e.g., food, paper or cigarettes). 4. 

Change the prepared solutions every day. Do not prepare too much solution at a time to avoid wasting. 
 
Figure 1. 

 
 

 

 

Figure 2. 
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LGU Pinamalayan Disinfection Schedule 

 
 

 

 

 

 

 

 

Memo : HR 02-2021

Date : January 04, 2021

Activity Schedule Personnel Concerned  Reminders

Disisnfection of MGOP Offices

Wednesdays and Fridays at 3:00 

PM (except the first Wednesday 

and last Friday of the Month)

All Employees
Kindly have your office ready for 

disinfection during such schedules
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Appendix F: Self-Screening Information 

 

 

 

 

 

 

 

 

 

  

The following self-screening protocol must be distributed to ALL EMPLOYEES for voluntary, home self-screening. 

The LGU-Pinamalayan is concerned for your safety and the safety of your co-workers, clients and visitors. We are monitoring the development 

of COVID-19. In the interest of ensuring a safe and healthy environment, it is a “MUST” that you voluntarily monitor your health status by 

carefully completing this self-assessment each day before reporting for work. 

Survey to be completed daily by all employees before coming to work: 

1. Have you had physical exposure to a person suffering from COVID-19 symptoms as noted below? 

If you answered YES, please contact your immediate Supervisor/Chief-of-Office/Division Chief or Human Resource Management 

Officer prior to reporting to work to determine whether you should remain offsite from LGU-Pinamalayan Compound for 14 days, 

following the last potential exposure to the COVID-19. Should you be required to remain offsite, you should keep in contact with 

your immediate Supervisor/Chief-of-Office/Division Chief or HRMO and receive clearance from MHO or HRMO before returning to 

LGU-Pinamalayan premises. 

2. If you have been asked to perform daily checks due to COVID-19 becoming more prevalent in your area, or believed you have 

been exposed to COVID-19 patient: Does one or more of the following common COVID-19 symptoms currently apply to you? 

a. Temperature >37.5oC (99.5oF) – (  ) Yes   (  ) No 

 

b. Frequent cough – (  ) Yes   (  ) No 

 

c. Difficulty of breathing – (  ) Yes   (  ) No 

 

d. Tiredness – (  ) Yes (  ) No 

 

If any of the questions answer is YES, you may have symptoms of COVID-19. You have to seek medical attention and remain 

off the LGU-Pinamalayan premises for 14 days following cessation of symptoms and written clearance by a Doctor or MHO Doctors. 

 

If the answer to all the above questions is NO: 

 

Please adhere to the LGU-Pinamalayan HRMO and immediate Supervisor/Chief-of-Office/Division Chief regarding your work 

schedule and any special precautions to be taken. 
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Appendix G: Visitors and Walk-in Clients COVID-19 Health Declaration Form 

The safety of our employees, customers/walk-in clients and visitors, remains our primary concern. As the Coronavirus (COVID-19) outbreak 

continues to evolve and spread locally and globally, the LGU-Pinamalayan is monitoring the situation closely and will periodically update agency 

guidance on current recommendations from the Department of Health and the World Health Organization. 

To help prevent the spread of COVlD-19 and reduce the potential risk of exposure to our employees and visitors, we are conducting a simple 

screening questionnaire. Your participation is important to help us take precautionary measures to protect you and everyone else inside the LGU-

Pinamalayan Compound. Thank you for your time and cooperation.  

Full Name (Buong Pangalan) Date (Petsa) (MM/DD/YY): 

Time (Oras): 

Complete Current Address (Kasalukuyang Tirahan): 

Monile/Phone Number (Numero ng Telepono): 

Email Address: 

 

Put a check mark on the appropriate column of your response. (Lagyan ng tsek sa angkop na sagot) 

 Yes 
(Oo) 

No 
(Hindi) 

1. Are you experiencing or did 
you have any of the 
following in the last 14 days? 
(ikaw ba ay may 
nararanasan o nakararanas 
ng mga sumusunod na 
suntomas sa nakaraang 14 
na araw? 

a. Fever (Lagnat   

b. Cough and/or colds (Ubo at/o sipon)   

c. Body pains (Pananakit ng katawan)   

d. Sore Throat (Pananakit o pamamaga ng lalamunan)   

e. Fatigue/Tiredness (Pagkapagod)   

f. Headache (Pananakit ng ulo)   

g. Diarrhea (Pagtatae)   

h. Loss of taste or smell (Nawawalan ng panlasa o pang-amoy)   

i. Difficulty of breathing (Pagkahapo o hirap sa paghinga)   

2. Do you had face-to-face contact with a probable or confirmed COVID-19 case within 1 meter and for more than 15 
minutes for the past 14 days? (May nakasalamuha ka ba na maaaring o kumpirmadong pasyente na may COVID-
19 musa sa isang metrong distansya o mas malapit pa at tumagal ng mahigit 15 minutes sa nakalipas na 14 araw) 

  

3. Have you provided direct care for patient with probable or confirmed COVID-19 case without using proper “Personal 
Protective Equipment (PPE)” for the past 14 days? (Nag-aalaga k aba ng maaaring o kumpirmadong pasyente na 
may COVID-19 ng hindi nakasuot ng tamang PPE (Personal Protective Equipment) sa nakalipas na 14 araw?) 

  

4. Have you travelled outside the Philippines in the last 14 days? (Ikaw ba ay nagbiyahe sa labas ng Pilipinas sa 
nakalipas na 14 na araw?) 

  

5. Have you travelled outside the current city/municipality where you reside? (Ikaw ba ay nagbyahe sa labas ng inyong 
lungsod/munisipyo?) If Yes, specify which city.municipality you went to (Sabihin kung saan) 

  

 

I hereby certify that the information given is true, correct and complete. I understand that failure to answer any question or any falsified response 

may have serious consequences. I understand that my personal information is protected by RA 10173 or the Data Privacy Act of 2012 and that 

this form will be destroyed after 20 days from the date of accomplishment, following the National Archives of the Philippines protocol. 

 

Signature: ___________________________________ 
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Appendix H: LGU-Pinamalayan Directions for Customers/Walk-in Clients and Visitors 

Please adhere to the COVID-19 Response Protocol with respect to Customers/Walk-in Clients and Visitors. This means: 

1) Visitation is forbidden if there has been any “YES” response to the COVID-19 Health Declaration Form. 

2) If “YES” is checked for any response, the Public Assistance Complaint Desk (PACD) Officer shall be authorized to advise the 

customers/walk-in clients and visitors to leave premises in a cordial and friendly manner; notifying the office designated office Safety 

Officer or LGU-Pinamalayan Disinfection Team to disinfect any common surface touched by the visitor. The PACD officer or the 

designated Safety Officer shall subsequently inform the Municipal Health Office about the incident. 

 

 

 

Appendix I. Omnibus Public Transport Protocols / Guidelines 

 
OMNIBUS GUIDELINES IN PUBLIC TRANSPORATION 

Municipality of Pinamalayan 

Province of Oriental Mindoro 

 

In accordance with the resolutions issued and to be issued in the future by the Inter-Agency Task Force for the Management of Emerging Infectious 

Diseases (IATF-MEID), the Provincial Government of Oriental Mindoro, and the Local Government Unit of Pinamalayan with the approval of the 

Local Chief Executive; general public transportation protocols are as follows:  

 

General Road Transportation 

(Barangay, Municipal and National Roads) 

Public Transportation shall be allowed at reduced capacity in accordance with the guidelines of the IATF-MEID, PGOM and Pinamalayan-LGU. 

All other modes of transportation - privately-owned, with special permit, and/or dedicated service under government initiative, among others, shall 

strictly observe the prescribed physical distancing and sanitary measures at all times. 

1. For public utility buses (PUBs) and public utility jeepneys (PUJs), 50% of the vehicle’s capacity will be allowed, excluding the driver and the 

conductor. Passengers will observe the one seat apart rule, and no standing passengers will be allowed. 

2. Entry of provincial buses with only APOR as passengers shall be allowed provided that these are point-to-point trips. 

3. For UV Express, only a maximum of 2 passengers per row will be allowed and the vehicle should not exceed 50% of its capacity. Only 1 

passenger will likewise be allowed on the driver’s row. 

4. Shuttle service vehicles shall be allowed to operate, subject to strict physical distancing (one-seat apart) and sanitary practices in accordance 

with the guidelines of Department of Trade and Industry (DTI)-Department of Labor and Employment (DOLE) JMC 2020-04-A. 

5. For tricycles, only 1 passenger will be allowed to ride in the side-car and no passenger shall be seated right beside/behind the driver. Further, 

the operations of tricycles shall be approved by the Department of Interior and Local Government (DILG) and the LGU, in compliance with the 

existing policies on its operational limitations. 

6. The operations of free transport services for medical frontliners will be sustained during the enforcement of existing community quarantine. 

This is in consideration of the decrease in the capacity of PUVs due to physical distancing measures.  

8. Non-Motorized Transport and Personal Mobility Device are encouraged, such as bicycles, provided that the rider will strictly abide by the 

physical distancing measures imposed by the Department of Health (DOH). 

9. The existing Tricycle Route Plan (TRP) and Local Public Transport Route Plan (LPTRP) of Pinamalayan shall be in effect as soon as formally 

approved by the Regional LTFRB and the Local Chief Executive. 

Moreover, only APOR identified by the IATF will be allowed for essential travel and the operations of road-based transportation in areas identified 

by the IATF. The LTFRB and the LTO shall provide the appropriate issuances to implement the guidelines mentioned. Enforcers from the LTFRB, 

LTO, Philippine National Police (PNP), Armed Forces of the Philippines (AFP, Inter-Agency Council for Traffic (I-ACT) and other IATF authorized 

personnel can be deployed at strategic locations to conduct daily random inspections of PUV operations, offices, terminals, and depots to ensure 

strict compliance with the service, sanitary, and operational requirements. 

 

 

Maritime (Recodo Port) 

In the Maritime sector, the following protocols shall be observed: 

1. Maritime transport shall continue servicing the public but will only operate at fifty percent (50%) capacity depending on the existing category of 

community quarantine; 

2. Only those allowed under the IATF Omnibus Guidelines shall be allowed to travel on board maritime vessels and through the ports, whether in 

government or private ports; 

3. Travel through maritime vessels and the ports shall be subject to requirements as may be imposed by the local government of Pinamalayan 

as well as by the Provincial Government of Oriental Mindoro; 

4. Vessel operations, Cargo handling operations and other related port ancillary services and activities shall continue subject to compliance with 

the Omnibus Guidelines in the Implementation of Community Quarantine in the Philippines,  

5. Strict adherence and observance of health protocols shall be observed in all maritime vessels and port facilities. 

Enforcement of Safety and Health Protocols for all public transportation modes are top priority. 

Meanwhile, all transport sectors are ordered to continue the strict enforcement of the following 7 Commandments inside public transport:  

(1) Wearing face masks and face shields;  
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(2) No talking and making telephone calls;  

(3) No eating;  

(4) Keeping PUVs well-ventilated;  

(5) Conducting frequent disinfection;  

(6) No passengers with COVID-19 symptoms are to be allowed inside public transportation; and  

(7) Observing appropriate physical distancing rule.  

In addition, public transportation shall be allowed to operate at such capacity and protocols in accordance with guidelines issued by the Department 

of Transportation (DOTr). Workers, cargo vehicles, public transportation, and operating hours of permitted establishments, however, shall not be 

restricted by such curfew. (As introduced by Paragraph B of IATF Resolution no. 106-B, March 28, 2021) Uniform curfew hours may be imposed 

by the LGU of Pinamalayan, subject to the guidelines issued by the DILG. Workers, cargo vehicles, public transportation, and operating hours of 

permitted establishments, however, shall not be restricted by such curfew.  



PUBLIC SERVICE CONTINUITY PLAN (PSCP) 2024 
Municipality of Pinamalayan 

      Municipal Government of 

   PINAMALAYAN 

Classification  

Document Title Pinamalayan Public Service Continuity Plan 

Document No. MGOP-PSCP-001 
Revision no. 0 
Effective Date  

 

Page 62 of 73 
 

 

Appendix J: Contact Information of the Incident Management Team 

 

Name Position Designation Cellphone Number E-mail Address 
Other Contact 

Information 

Hon. Aristeo A. Baldos Jr. Municipal Mayor Incident Commander 09178889777 a.baldos@pinamalayan.gov.ph  

Mr. Marlo C. Rosales Local Disaster Risk Reduction and 
Management  Officer III 

Deputy Incident Commander 09171632803/ 
09056490380/ 
0921-8514855 

mdrrmo@pinamalayan.gov.ph 0748-6465 

PLTCOL Anthony Ramos Chief of Police Safety Officer 09985985822/ 
09155915904 

n/a 254-3008 

Ms. Mirasol J. Santos Municipal Administrator Public Information Officer 09177249368 adminoffice@pinamalayan.gov.ph  

Mr. Daniel Q. Fruelda Local Disaster Risk Reduction and 
Management  Officer Officer II 

Liason Officer 09176581190 mdrrmo@pinamalayan.gov.ph 0748-6465 

Engr. Manolito E. Masculino Municipal Engineer Operation Section Chief 09989729273 engineeringoffice@pinamalayan.gov.ph  

Mr. Rosenio A. Toriano Municipal Planning and Development 
Coordinator 

Planning Section Chief 09778249786 mpdo@pinamalayan.gov.ph 738-4632 

Ms. Grace Eunice F. Fabella Municipal Social Welfare and 
Development Officer 

Logistics Section Chief 09178862791 mswdo@pinamalayan.gov.ph  

Ms. Zaida D. Miciano Municipal Budget Officer Finance and Administration Section 
Chief 

09178247808 budgetoffice@pinamalayan.gov.ph 284-4255/ 
738-9145 

 

See Appendix P:  Municipal Executive Order No: 017-2017 
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Appendix K: Organizational Structure of LGU-Pinamalayan 
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Appendix L. Weekly Work Target and Accomplishment Report 

 
Alternative Work Arrangements Based on latest DOH issuances 

 
The Work from Home (WFH) arrangement or a remote working environment is one of the alternative work arrangements adopted to ensure 
sustained office operations. A functional WFH arrangement shall have the following:  
1. A “workplace group” using various platforms–group chats, emails and other social media platforms.  
2. Reliable internet at home with corresponding computer/gadgets/tools.  
3. Clearly specified measurable deliverables of each staff/team members discussed with supervisors.  
4. Knowledge on ergonomics and the proper way of working from home. 
 
When in a WFH setup, here are some guides and tips:  
 
1. PLAN FOR EACH DAY. Prepare a “to-do list” at the start of each day as it is one way of checking progress throughout the day.  
 
2. SET ‘OFFICE HOURS’. Set schedule of working hours, preferably 8:30am – 4:30pm as regular working time, with breaks as necessary and be 
online.  
 
3. DESIGNATE A WORKING SPACE/LOCATION. Designate a work area that is ‘private’, out of the way, and used only for work. Ensure gadgets 
/ tools and equipment needed are within your reach. Minimize distraction (music, television, etc.) that may cause you to lose focus; set certain 
time for visitors and also for house chores so you are not continually interrupted during the day.  
 
4. MAKE YOURSELF ACCESSIBLE FOR PHONE CALLS OR VIRTUAL CONFERENCE CALLS certain times of the day for urgent and important 
task.  
 
5. ENSURE CONFIDENTIALITY AND SECURITY. Be careful when doing work in public places (like garden in condo/common areas) due to 
confidentiality of some tasks or documents.  
 
6. DISENGAGE, DISCONNECT, AND BE OFFLINE FOR A WHILE. Once burn out or fatigue sets in, take a break, call a friend, walk around or 
do simple exercises.  
 
7. OBSERVE HEALTH AND SAFETY MEASURES at home at all times. 
 
 
 

Appendix M: Physical/Social Distancing Guidelines in the Workplace 
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Appendix N: VICINITY MAP- Municipal Government of Pinamalayan Compound 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix O. VICINITY MAP- MDRRMO Compound 
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Appendix P: MUNICIPAL INCIDENT COMMAND SYSTEM (MICS) STRUCTURE 

 

EXECUTIVE ORDER NO. 017-2017 

AN ORDER REORGANIZING THE MUNICIPAL INCIDENT COMMAND SYSTEM (MICS) STRUCTURE, COMPOSITION AND DEFINING ITS 

TEAM FUNCTIONS AS AN ON-SCENE DISASTER RESPONSE AND MANAGEMENT MECHANISM 

 WHEREAS, the new  RA 10121 IRR Rule 7 (h) “Philippine Risk Reduction and Management Act of 2010” provided for the establishment 

of an Incident Command System(ICS) as part of the country’s on-scene disaster response system to ensure the effective consequence 

management of disasters or emergencies;  

 WHEREAS, the new law mandates the provision of emergency services and public assistance during or immediately after a disaster in 

order to save lives, reduce health impacts, ensure public safety and meet the basic subsistence needs of the people affected; 

 WHEREAS, the new law has restructured the roles of key players during disaster giving local government units the capacity to manage 

disaster as “first responders and manage the adverse effects of emergencies and carry out recovery activities”; 

 WHEREAS, in the implementation of such roles requires the structuring of an incidence command system that will govern responses 

and appropriate actions for pre disaster, during disaster and post disaster responses; 

 NOW THEREFORE, I, ARISTEO A. BALDOS, JR., Municipal Mayor of Pinamalayan, Oriental Mindoro, by virtue of the powers vested 

in me by law do hereby order the CREATION OF THE MUNICIPAL INCIDENT COMMAND SYSTEM (MMICS) STRUCTURE, ITS 

COMPOSITION, DEFINING ITS TEAM FUNCTIONS, which shall be the following:  

 

COMMAND STAFF 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Deputy Incident Commander 

MARLO C. ROSALES  

LDRRM Officer III 

 
Safety 

PCI RYAN IQUIN CABAUATAN 

Chief of Police 

Information 

MIRASOL J. SANTOS 

Municipal Administrator 

Liaison 

DANIEL Q. FRUELDA 

LDRRM Officer II 

 

Incident Commander 
HON. ARISTEO A. BALDOS, JR. 

Municipal Mayor 
 

 

 

 

 

Operation 

ENGR. TEODORA M. FORTU   

MEO 

Planning  

ROSENIO A. TORIANO  

MPDO 

Logistics 

PURA P. MENDOZA  

MSWDO 

Finance and Administration 

ZAIDA  D. MICIANO  

MBO 
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Initial IC /UC 
           Meeting 
 
      Incident Brief  
      Using ICS-201 
 
     Initial Response 

& Assessment 
 
     Notifications 
 
  Incident/Event 

 

 

 

 

I. The MUNICIPAL INCIDENT COMMAND SYSTEM (MICS) STRUCTURE is shown below and shall have the following 
responsibilities: 

Command 
Incident Commander:    HON. ARISTEO A. BALDOS, JR.      -  Municipal Mayor 
Deputy Incident Commander:  MR. MARLO C. ROSALES        - LDRRM Officer III 
Information Officer:   MS. MIRASOL J. SANTOS        - Municipal Administrator 
Liaison Officer:    MR. DANIEL Q. FRUELDA        - LDRRM Officer II 
Safety Officer:    PCI RYAN I. CABAUATAN        - Chief of Police 
 
Incident Commander and Command Staff 

a. The Incident Commander is responsible for overall management response operations.  

b. The Incident Commander is selected by qualifications and experience.  

c. Determines incident objectives and strategies.  

d. Establishes priorities in consultation with the staff.  

e. Establishes Incident Command Post (ICP).  

f. Establish appropriate ICS organization based on the situation.  

g. Ensures planning meeting are scheduled as required.  

h. Approves and authorizes the implantation of the Incident Action Plan.  

i. Ensures that adequate safety measures are in place.  

j. Coordinates with key people and officials.  

k. Has overall authority and responsibility for conducting incident operations.  

l. Ensures availability of resources and will serve as link to higher authorities.  

m. Authorizes release of information to the news media.  

Information Officer  

a. Central point for information dissemination.  

b. Works closely with all the different information officers/ media.  

c. Ask approval of the Incident Commander before media releases.  

Command & 
General Staff 

Meeting 

The  

Planning  

“P” 

 

Preparing 

for the 

Tactics Meeting 

 

 

 

New Ops 

Period Begins 

IC/UC 
Develop/ 
Update 

Objectives 
Meeting 

 

Executive Plan & 

Assess Progress 

 

 
 

Operations 

Briefing 

IAP Prep. & 

Approval 

 

Executive Plan & 

Assess Progress 

Tactics 

Meeting 

 

The Operational Planning System 

The Incident Command System will follow the standard operational 

planning cycle (see figure) from incident/ event, notification, initial 

response and assessment to planning meeting to tactics meeting. 

Incident Command Post 

Incident Command Post Incident Command Post will be located with 

the incident base where primary command functions are performed or 

other incident facilities. For incidents happening in Pinamalayan areas, 

incident command post will be at MDRRM Office or MDRRM Operation 

Center. 

IAP Prep. & 

Approval 

 

Initial Response 

 



PUBLIC SERVICE CONTINUITY PLAN (PSCP) 2024 
Municipality of Pinamalayan 

      Municipal Government of 

   PINAMALAYAN 

Classification  

Document Title Pinamalayan Public Service Continuity Plan 

Document No. MGOP-PSCP-001 
Revision no. 0 
Effective Date  

 

Page 69 of 73 
 

Safety Officer  

a. Work with operations on tactics.  

b. Anticipate, detect, and correct unsafe acts/operations. 

Operation Section Chief 

a. Directs and coordinates all incident tactical operations. 

b. Supervises in the staging areas and monitor various operation teams such as communication and warning, pre-emptive evacuation and 

transportation, evacuation and relief and search and rescue groups  

Planning Section Chief 

a. Maintains resources status  

b. Maintain situation status  

c. Prepares Incident Action Plan  

d. Provides documentation service 

e. Prepares demobilization  

f. Provide technical specialization  

Logistics Section Chief  

• Provide services and support to the incident commander  

• Responsible for:  

• Facilities  

• Transportation  

• Communications 

• Supplies  

• Equipment Maintenance and Fuel  

• Medical Services  

Finance/Administration Section Chief  

a. Monitors incident costs 

b. Maintains financial records 

c. Administer procurement  

d. Perform time recordings 
 

 

II. Risk Reduction and Management Council  

Provides the following to the Incident Commander, through Responsibilities Officials: 

• Making policy decisions 

• Establishing priorities  

• Resolving critical resource issues  

• Mobilizing and tracking resources  

• Collecting, analyzing and disseminating information 
 

 

III. OPERATIONS 

A. PRE-DISASTER 

1. Communication and Warning  

Chairperson   : DANIEL Q. FRUELDA, LDRRM Officer II 

Co-chairperson  : GINA D. ESCAREZ, Radio Operator 

Members  : ALL PUNONG BARANGAYS,  

      MDRRMO  

Purpose: To rapidly disseminate information concerning imminent disaster threats to government officials, institutions properties and 

the population at large in the areas of immediate risk.  

Basic Functions 

a. To relay 24-hour weather bulletin and advisory from PAG-ASA  

b. To forewarn vulnerable areas for possible impact of a hazard so as to enable protective or preventive actions to be taken by 

disaster management officials.  

c. To assist in the activation of warning system devices 

d. To furnish information on updates to responsible persons/agencies; 

e. Establish linkage with other agencies. 

f. Post and updates information advisory thru social networks, website, twitter, PAG-ASA, resource agencies, etc.  

 

2. Pre-emptive Evacuation and Transportation 

Chairperson   : ENGR. MANOLITO E. MASCULINO, Zoning Officer 
Co-chairperson  : CRESENCIANO C. ABEL, Permits & Licenses Officer 
Members  : ALL PUNONG BARANGAYS,  

      MDRRMO  
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Purpose: To provide vehicles for transporting evacuees to the assigned evacuation center and to give information to the MDRRM 
headquarters any needed assistance of the evacuees.  
Basic Functions 
a. Transport the evacuees to the designated evacuation center. 
b. Transport relief goods 
c. Provide assistance in the proper and order distribution of supplies and materials  
d. Responsible for providing vehicles to the teams 
e. Responsible for checking if the evacuation areas have the basic necessities and report to the barangay what is lacking in the center   

 
 

B. DURING DISASTER  
1. Search and Rescue Team  

Chairperson   : ROLANDO S. LABAY JR., LDRRM Assistant 
Co-chairperson  : PO1 EMILIO G. QUIMORA, PCG 
Members  : PERVA, PFCC PERSONNEL, 

   PPSC POLICE SUPERINTENDENT EFRAEM A. CAMARA  

Purpose: To save lives and minimize damage to property.  

Basic Functions  

a. To have capable rescue personnel assigned in search and rescue operations 

b. To minimize further injury to people and damage to property  

 

2. Evacuation and Relief Operation  

Chairperson   : PURA P. MENDOZA, MSWDO 
Co-chairperson  : CHIT P. LACDANG , MCRO 
Members  : MDRRM PERSONNEL 

Purpose: To assist in the evacuation of affected families to prevent causalities  

Basic Functions:  

a. Identify beneficiaries in coordination with barangay secretary  

b. Distribution of relief goods  

c. Frontline in the event of disaster and calamities 

d. Lead in the relocation of victims to safe place 

e. Monitor the evacuation center  

f. Conduct of stress debriefing of victims(DSWD)  

g. To coordinate with the other teams h. Link with civic groups for continuous provision of basic necessities  

 

3. Emergency Medical Services  

Chairperson   : DR. ADELAIDO A. MALALUAN, OIC MHO 
Co-chairperson  : DR. GUILLERMO A. GONZALES, CEO OMCDH 
Members  : BARANGAY HEALTH WORKERS 

Basic Functions:  

a. Conduct rapid health assessment of affected areas  

b. Disposal of dead bodies if the need arises  

c. EVS/ health education/ water supply, garbage disposal etc.  

d. Provision of essential medicines/ medical supplies 

e.  Update the incident commander on status of the health services especially the victims 

f. Health advices, information  

g. Refer to higher authority (TBGDH) for serious cases of medical treatment  

h. Recommend and suggest medical actions.  

i. Establish protocol of command  
 

4. Fire Suppression/ Prevention 

Chairperson  : SFO3 BENJAMIN H. NAVARRO, BFP  

Co-chairperson  : BFP PERSONNEL, FIRE BRIGADE, PFCC  

Purpose: To minimize effects of the occurrence of disastrous fire 

Basic Functions  

a. Conduct of fire suppression operating during conflagration  

b. Pre and post assessment of cost of damage  

c. Prepare reports and submit to MDRRMC Office.  
 

5. Security and Safety  

Chairperson  : PC1 RYAN IQUIN CABAUATAN, PNP Chief of Police 

Members   : PNP, RESERVIST, BARANGAY TANODS 

Purpose: ensure safety and security of the affected families including personal properties and belongings and maintain peace and 

order situation at the site.  
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Basic Functions:  

a. Police visibility at the site 

b. Monitor peace and order situation  

c. Coordinate with barangay tanod/ barangay official at the site  

d. Report incident to the commander on post for any unusual peace or order situation  

e. Crowd control during relief distribution  

 

 

C. POST DISASTER  

1. Damage Assessment/ Needs Analysis   

Chairperson  : DANNY S. VILLACRUSIS, MAO 
Co-chairperson  : ENGR. ROY C. LUCBAN, Infrastructure Enforcement Officer 
Members  : MAO, MSWDO, MHO, PNP, MDRRMO  

 
Purpose: 
a. To list down number of causalities ( male, female, age)  
b. To account/list down number of affected families/household (rescued/missing family members)  
c. List down injured persons that need immediate attention and medical services  
d. Feedback/reporting to public information  
e. Submit list of injured persons to emergency  medical services  
f. To analyze immediate needs at evacuation center  
Basic Functions: 
a. Manage the listing affected families rescued and brought to the evacuation center- List of injured –List of causalities- List of 

missing persons  
b. Assess the immediate needs of the affected families in the evacuation center 
c. Manage the listing of damaged to property  
d. Submit to report to headquarters/ Mayor  
e. Update the headquarters every 3 hours  

 
2. Rehabilitation and Recovery Team  

Chairperson  : ENGR. TEODORA M. FORTU, MEO 
Co-chairperson  : ENGR. MANOLITO E. MASCULINO, ZONING Officer 
Members  : MEO, MAO, MSWDO, MPDO, MDRRMO 

 
Purpose: To rehabilitate/ recover/ repair damage properties after the occurrence of the calamity/ disaster.  
Basic Functions:  
a. Investigation/ survey extent of damage  
b. Assessment as to properties, infrastructure and etc. (inventory)  
c. Submit report to incident commander  
d. If all request granted implementation will follow  

 
 

3. Retrieval Operation  
Chairperson  : PC1 RYAN IQUIN CABAUATAN, PNP Chief of Police 
Co-Chairperson  : DR. ADELAIDO A. MALALUAN, OIC MHO 
Member   : BFP, MEO, OMCDH, PNP 

Purpose:  
a. To find or retrieve any missing persons or bodies as reported  
b. To find important things or properties as reported missing  

 
Basic Functions:  
a. After the search and rescue operation, retrieval operation will commence.  
b. To find missing bodies and or property  
c. Coordinate with all teams  

 
4. PLANNING  

Chairperson  : ROSENIO A. TORIANO, MPDO 
Co-chairperson  : NEMIA B. MONSANTO, HRMO 

 Members  : MDRRMO Personnel 
Basic Functions:  
a. Maintains resource status  
b. Maintains situation status  
c. Prepares Incident Action Plan  
d. Provide documentation service  
e. Prepares demobilization plan  
f. Provide technical specialist  
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5. LOGISTICS  
Chairperson   : PURA P. MENDOZA 
Co-Chairperson  : ARIEL L. CUDIAMAT, Radio Operator/Supply & Logistic Officer 
Members   : MEO, MHO, MSWDO, MDRRMO, MAO 

Basic Functions: Provides services and support to the Incident Commander  
Responsible for:  
➢ Facilities  
➢ Transportation  
➢ Communications  
➢ Supplies  
➢ Equipment Maintenance and Fuel  
➢ Food Services  
➢ Medical Services  

 
6. FINANCE ADMINISTRATION  
Chairperson  : ZAIDA D. MICIANO, MBO 

 Co-chairperson  : JUDY DG. MORENTE, MAcO 
 Members   : PLARIDEL CUPIADO, MTO 
    ACCOUNTING OFFICE, TREASURER OFFICE, BUDGET OFFICE  

Basic Functions  
a. Monitors incident costs  
b. Maintains financial records  
c. Administers procurement contracts  
d. Perform time recording  

 This Executive Order shall take effect immediately.  
 

 Done this 25thday of May, 2017 at Pinamalayan, Oriental Mindoro  
 

 
 

                  ARISTEO A. BALDOS, JR.  
                        Municipal Mayor  
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15. Approval and Monitoring

 
 

 


