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TOCAL GOVEEruMENT UNIT OF SORSOGON PROVINCE

NUTRITION SiVISION

OFFICE OF THE GOVERNSR

CITIZHN's CHARTER



vtsroN

To be the premier provider of nutrition care to the community and to set the highest standards of
excellence and integrity in the practice of public health

MrsSroN

ln order to achleve optimum nutrition, there has to be:
r Well organized innovative plan of action governed by effective utilization of resciurees

r Highest quality of nutrition care through the effective and efficient nutrition interventions

' Commitrnent to provide nutrition education to the conrrnunity and;
r Continuing research and developnient on nutrition

LOCATTONICONTACT r N F0RMATTON
Capitol Building, Sorsogon City

Enr ai I : prov*nutrition @sorsogon. gov. ph

AVAILABILITY OF THE SERVICES
Monday to Friday (except holidays)
From 8:00 A"M to 5:00 P.M

T0TAr_ rEES/CHAR6[S fUnna

ADDRISS COIV1 M U N ICATION REQU T5T

TO

Provincial Governor
Attention: GRACE C. JARDIN

Ni.rtrition Officer lV / Provincial Nutrition Action Cfficers



NUTRITION DIVISION
OFFICE OF THE GOVERNOR

EXTERNAL SERVICES
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1. N UTRITION ASSESSMENT AND COUNSETING
and

Assessment r( the interpretation of a nth ropometric, biochemica ilabsratory \ clinical
Nutrition

of people well nourished 0r malnourished
dietary data to deterrnin e whether person or gr0u ps are

or under malnourished)'

Nutrition counseling - listening closely and understanding where the client is, in terr}s of his/her lifestyle

and dlet.

PersonRequirernentProcessing
Time

Fees to
be Paid

Agency ActionsClient StePs

CierkRecord of height

and w*ight taken
priar to visit

{basellne
nutritional statas)

5 minutesNcrnet, lnstruct client to
fill-in requlred
personal data

1.1 Check the
requirements brcught
by the client, th*n
rafer ta NO lV

Registers 0n

the
customerlclie
nfs logbook

Nutrition
Officer lV

30 minutesNone

based on his/her

nutritional status *he
provide counseling

with focus on the
proper diet and

nutrition Practices

lf identified with a

need to be referred

for further evaluation

and assistance, do
prefer.

Provide available

inforrnation,
education and

comrnunication
materials that client

could utilize while at

home

Agree on time and

dat* of next vislt

2. Assess client/sClient
approaches
NO IV

35 minutesNoneTstal



-

A. NEQUEST TSR NUTfrITIOru FR*SftAM'HELATEP trlATEftiALS

ftutrition Frogr.am ftelat*d M*terials - enrnprehensive and effective ffiateriais utilirad in i*f*rrnatl*n

disseminatisn, i"r., nutri-k*miks, hand*uts, nutritisnel $tetus results of the pr*vin*e"

elient Steps Ageney A{ti0r'!$ Fees to
be P*id

Prueessing
Tirne

&equirernents P*rsun
R*sponslbl*

Piesent I
I

request letter i

t0 the
r*ceiving cl*rk
Registers in
client'*
l*gho*k

Receiving cterk

rseeives the l*tter
req*est
nsquest client t*
register in eiie*t's
losbook

Fione lCI nninutes ftequert
v*lid lS

letter, L IETK

elient inquir*r
*vailnbility cf
^ r r$citian

prCIsram

rei*ted
materials

t. Che*ks
r*quirement hrnught
/i* nara af rarnrr{c
tti, lHdL Yr r uvvr qr

and reports end in

hulk quantitY)
Ll lf availahte,
provides e{ient the .-

ex*{t quantity sf
requested rnaterialls
3.? lf not av*ilah'l*,
asree *n definite date

for elients ts secLlr€

the needed materials

I'Jone 5 minutes

5 minutEs

Nutritisn Aid*

Nutriti*n A{de

lf availahie,
client n*eeive*

the requeste*
materials end

signs th*
-^1, * ^..,1^,1-^6Lf,{ lqJwlEllEE

rnent r*ceipt I
losho*k of
issued

3. Prpvidss bri*f
d*seripti*n *f the
msteri*is is*ued ts
rli*nt and che*k

cornpleteness cf
^*++i ar q+ +l.rac, rLt tEJ ql \l tq

acknrwledg*m*nt
re*eiSt/l*gboak

N0ne 15 rnin*tes iriutrition
*ffic*r lV

lotall f*J*ne SS Ft$ffiute5



3. frEqUEs? FOR SPEAKERSHIP ON TECHNICAL ASSISTANCT

Speakership - one who makes a public speech, one who acts a$ a spokesperson.

Technical Assistance - a non-financial assistance provided by specialists. lt can'take a form af sharing

information and expertise, instruction, skllls, training, transnrission of working knowledge and consulting

services and may also invslve transfer cf technical data'

Cllent Steps Agency Actions Fees to
be Paid

Processing

Tinne

Requirernents Person

Respensible

Present
request letter
to the
receiving clerk

j Registers in

I 
client's
l*gbook

1.1 Receiving clerk
receives the letter
request
1.2 Request client to
register in clienfs
logb*ok

None 10 minutes Request letter Cierk

Program
partner/s or
stakeholderls
submit letter
of request

None 15 minutes Nutrition
Officer lV

Request then
secures

approval of
travelfrom
Office of the
Governor

3. Releases

transrnittalto
Nutrition Division

None 20 minures Office of the
Governor

4. 0nce approved
prepares nece$sary

traveltraining
materials and other
requisites

None 4 hours Nutrition
Sfficer lV /
Nutrition Aide

5. Provide requested
technical assistance

None ldaytoS
days
(depending
on type and
duratian of
requested
technical
assistancei

Nutrition
Officer lV

Total: None

xdayto3
daysr 4

hours and 45
mlnutes

2. Review request and

determine availability

/ capacity to provide

requested assistanse

2"1 Discuss details for
the provision of
assistance



4, SECUBE fOR BNS RATING
r Barangay Nutritisn $cholar - a barangay-based volunteer worher responsible for delivering

nuffition services and oth*r related rctivities, sueh as connrnunity health, backyard food pnoduction,

environrnental sanitation, culture, mentalfeeding and family planning to the barangay"

* BNS who render*d at least 2 y€ars of service and with a very satisfa{tory rating adrninistered hy the

District Nutrition program coordinator can avail of second grade civil service etigibility.

Person
ble

RequirementsFees to
be Faid

Processing
Tirne

Agency ActionsClient $teps

Cterk I
Nutrition Aide

t. BNS Action Plan

?. Monthly
Accon'lplishrnent
Report
3. Family Profile
4. BaranBay

Pr*file
5, Monthly
{neasurefnent of 0
-?3 rnonths and

undernourished 0

-5$ months
6, QuarterlY
measurement of
24 -59 montfis
7.Spot Map
S. BNS Diary

$.Dccumentation$

15 minut*sNone

1. lnstructs client ta
fillin required
personal data

1.1 Check the
requirements brought
by the client, then

refar to N* lV

$

*egister on

the customer/
client's
logbook

Nutrition
Officer lV /
DNFC

3 hCIursN*ne

?. Review and

evaiuate doeurnents
2.1 Discuss with the
client areas for
inrprovement
2.2 irovide

Present
required
documents to
NS lV

None
3 hsurs and
15 rfiinutetTotal:



NUTRITION DIVISION

OFFICE OF THE GOVERNOR

INTERNAL SERVICES



T. PRIORITIZINS PROGBAM BENEFICIAftIES

I ldentifving and locating beneficiaries for nutrition interventions is a crucial process for an effective

program implementation, The assessrnent greatly rely on the recEnt Operation Timbang Plus(OPT+)

result and other demagraphic data of an area, Result of Operation Timhang Plus shows the

magnitude and geographie lacati*n cf most vulnerable 0 - 5 year old children'

Anthroponr*tric rnethod of nutrition a$$e$meflt - entsils measuring physical dimensions and gross

cornpo$ition of the body. lt provides a profile af grawth as a change in bodY size ovefiime. This is the most

common rnethod used in assessing nutritionalstat{Js'

Agency Actions Client $teps tees ts
be Paid

ProcessinB

Time
Requirements Person

Responsible

1. Orientf,tion to
Nutrition Actlon
Officers and BNS

Presidents on OPT+

updates

t. Attend the
orientation OFT+

updates

None 1. day EOPT+ program
power Boint
presentation

Nutrition Officer lV

I Nutrition Aide

2. Frovide schedule

of submission, act

as speaker during
the re - echc

None 3 days 0FT+ forms,
power point
presentation

NAO'g, BNS

Presidents,
Nutrition Officer lV

3" Consolidate and
analyre result of
OPT+

3.1ldentifuing
targ*t for nutrition
interventlons

, 3.2ldentlfylng

I nutritionally

I depressed and high-
risk barangays

3. Submit OPT+

result after 4
months of
anthrapometric
assessrnent.

S.l Validation of
result

None 5 months OPT+ result,
electronic and
printed copy

Nutrition Officer
lV, Nutrition Aide

4. Pr*sent final
QPT+ result and
nurnber of
identified taBets to
NAO's, Provincial

Nutrition
Commlttee
members and

Governor

4. Provlde
recommendatiPn/s
or revisionfs

lrlone 3 days Electronic and
printed eopy *f
OPT+ result

Nutrition Officer
lV, Nutriti$n Aide

5. Revision of target
areas and
beneficlarles and
pre$entation of
proposed program /
prolects to qlient /
stakeholders

5. lf amenable,
prepare masterlist
of beneficiaries

None 5 days Electronic and
printed copy of
revised OPT+

rasult,
proposed
proiect
proposal

Itlutrition Officer lV

Tstfllt None
5 months

and LI
days

2. Re - echo

updates to SNSas

2"1 Provide forms
I.2 lnform sch*dule
of submissian



-

I. IIUTRITION INTERVENTION

a. Dietarli Supplementation - provision of nutritious rations ta targeted individuals that supplement the

energy and nutrients missing from the diet of thcse with highe r nutriticnal needs, or thos€ who are wasted

It normally provides a ration that is additionalto food provided in the household.

operation Ttmbang plus {opT+} is the annual weighing and height measurement of all preschaolers 0 * 5$

rnonths old or below five years old ln a community to identifu and locate the malno,urished children' sata

generated through opT plus are used for local nutrition action planning, particularly in quantifying the

number of malnourished and identifuing whs will be given pricrity interventions in the corfimunity.

Agency Actions Client Steps Fees ts
be Paid

Processing
Time

frequirements Perssn Responsihle

!.. Estimate ntlmber 
]

of target
beneficiaries based

on subrnitted reeent

0PT+ result.

1. Submit result of
OPT+

None 2O minutes Result of OPT+ Nutrition Offieer lV

2. Secure master list

of identified
beneficiaries

2. Frepare
rnasterlist of ''

identified
benefitiaries

None 3 days Masterlist of
identified
beneficiaries

Nutrition Aide

3. Prepare project
proposal and subrnit
ta the Governor far

I

3. The Governcr
reviews, analyre
and provide

recommendation/s

None 2 days Project
proposal

Nutrition Officer lV

4. Revision of
project proposal

and submission far
final approval

4. The Gsverncr
approved the
revised project
proposal

None 2 days Revised project
prop*sal

Nutrition Officer lV

5. Apprtved Project
proposal presented

to the Nutrition
Action Officers and

Provincial Nutrition
Comrnittee
memhers thrcugh a
d e conference

5. Nutrition Action
Officers and PNC

members attend
the dialogue
confergnce

None 1 day Printed c*py of
approved
project
proposal

Nutrition Officer lV

6. Act as resouree

speak*r

e. ruutrttion lction 
I

fficers conduct 
I

orientation to the I

BNS as the focal and l

direct service

; Provider of the
program.

f{one 5 d*ys Masterlist ef
beneficiaries,
project
proposal

Nutrition Officer lV,

Nutrition Action
Officer

7. lmplementation,
management and

monitoring of the

i program

I z.r orientation and

I advocacy to

7. a. BtlS - distribute
the f00d
commodities and

, monitcr nutritional
j status of reeipients

b. NAOs *suPerYlg_e_

None 1"30 davs Daily
attendance of
beneficiaries,
monthly
prCIgress rePort

Nutrition 0fficer lV,

Nutritian Aide and

Staff



the {eedin6
program and
conduct of
nutritional
assessrnent

barangay officials

7.2 DeliverY of food
commodities to the
LSUS

?.3 Monitorin$ of
nutritional status of
recipients to
randomly selected

are8$.

143 days
and 2CI

rninutes
NoneTotal


