DSWD

Department of Social Welfare and Development  gaconc piLipinas

CCTG Order No. |18
Series of 2025

Guidelines in Accessing Pantawid Pamilya Information System (PPIS) for City/
Municipal Links (C/MLs), Municipal Roving Bookkeepers (MRBs) and Social
Welfare Assistants (SWAs) Based on Caseloads

.  RATIONALE

The Pantawid Pamilyang Pilipino Program relies heavily on timely and accurate
beneficiary information to ensure effective delivery of conditional cash transfers and
other program services. The Pantawid Pamilya Information System (PPIS) serves as
the central database for household data information, compliance monitoring, payroll
processing, and grievances. Given the varying caseloads assigned to City/Municipal
Links, Municipal Roving Bookkeepers, and Social Welfare Assistants, there is a need
for clear and standardized guidelines in accessing and utilizing PPIS.

The current substantial workload of City/Municipal Links (C/MLs), Municipal Roving
Bookkeepers (MRBs), and Social Welfare Assistants (SWAs) compromises the
efficiency and quality of the Pantawid Pamilyang Pilipino Program (4Ps). With average
caseloads of 300-500 households for C/MLs, 1,000-2,000 for SWAs, and 2,500 for
MRBs, these frontline implementers are loaded by manual processes, leading to delays
and data inconsistencies.

To address this need, it is crucial to decentralize the PPIS. Granting caseworkers
secure, real-time access to their assigned caseloads within the system will eliminate
redundant manual encoding and ensure that the program’s database remains accurate
and updated. This strategic approach not only enhances service quality but also allows
frontline implementers to concentrate on their primary responsibilities instead of being
weighed down by administrative functions. Ultimately, this will improve the delivery of
services to the 4.4 million household beneficiaries of the program. Moreover,
decentralization will streamline transactions and reduce manual interventions,
particularly in the transmission of updates, compliance verification data-review, and data
encoding at the Provincial Operations Office (POO) and Regional Program
Management Office (RPMO).

Direct access enables timely updates, capturing of compliance data and record
validation, eliminating the lag and errors associated with paper-based processes. When
a beneficiary's status changes, frontline workers can update the information directly in
the system, ensuring that cash grants and compliance monitoring are based on the
most current data, thus improving service delivery and data integrity. Furthermore,
ground-level access creates a clear audit trail for data access and management,
promoting transparency and accountability and reducing the risk of discrepancies and
data misuse.
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OBJECTIVES

Decentralizing access to the PPIS is a strategic measure to address these issues. By
empowering frontline implementers with secure, real-time access to the data of their
assigned households, the program aims to:

1.

Improve Data Accuracy and Timeliness: Direct, real-time data entry will
eliminate the lag and errors associated with manual and paper-based processes.
C/MLs, SWAs, and MRBs can immediately update beneficiary
information,capture compliance data, ensuring that cash grants and compliance
monitoring are based on the most current and accurate data.

Enhance Operational Efficiency: Reducing manual data entry and transmission
of physical documents will streamline workflows, freeing up frontline
implementers to focus on their primary duties, such as case management and
facilitation of FDS. This will also minimize administrative functions in the
Provincial Operations Office and the Regional Program Management Office
(RPMO).

Strengthen Accountability and Transparency: Direct access provides a clear
audit trail for all captured data and management activities at the ground level.
This promotes transparency and accountability, and significantly reduces the risk
of data discrepancies, errors, and misuse.

LEGAL BASES

Republic Act No. 11310 - The 4Ps Act

1.1.  Section 4 Declaration of Policy and Objectives: Establishes the 4Ps as a
human capital investment program and authorizes the Department of
Social Welfare and Development (DSWD) to implement and manage it,
including the management of personnel.

1.2.  Section 12 Implementing Agencies and Personnel: Designates DSWD as
the lead agency and authorizes it to assign personnel like C/MLs, MRBs,
and SWAs to implement the program and manage beneficiaries.

Republic Act No. 10173 - The Data Privacy Act of 2012

2.1.  Section 2. Declaration of Policy. — It is the policy of the State to protect the
fundamental human right of privacy of communication, while ensuring free
flow of information to promote innovation and growth. The State
recognizes the vital role of information and communications technology in
nation-building and its inherent obligation to ensure that personal
information in information and communications systems in the government
and in the private sector is secured and protected.

2.2. Section 11. General Data Privacy Principles. — The processing of personal
information shall be allowed, subject to compliance with the requirements
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of this Act and other laws allowing disclosure of information to the public
and adherence to the principles of transparency, legitimate purpose, and
proportionality.

3. Executive Order No. 867 (2010) - Providing for the Adoption of the National
Household Targeting System for Poverty Reduction as the Mechanism for
Identifying the Poor Households who shall be Recipients of Social Protection
Programs Nationwide- DSWD, as coordinator National Social Welfare Program,
conceptualized NHTS-PR to establish a system of identifying who and where the
poor households are.

IV. DEFINITION OF TERMS

Caseload The 4Ps household-beneficiary is assigned to a particular
C/MLs, MRBs, and SWAs for monitoring and assistance.

Case Management Refers to the process used by the case managers to enable
the household beneficiaries to improve their functioning,
specifically in complying with the conditions of the Program. It
refers to a mutually-agreed process of assessing, planning,
managing, coordinating, and advocating for services and other
interventions towards improving the well-being of households
using the Social Welfare Development Indicators (SWDI) and
other related tools.’

City/ Municipal Acts as case manager and works directly with the household

Link (C/ML) beneficiaries to co-facilitate the case management from
registration to exit.?

Compliance Process within the Compliance Verification System (CVS) used

Monitoring: to: (1) rigorously monitor all qualified household beneficiaries;

(2) maintain correct compliance data on school attendance and
availment of health services, attendance to Family
Development Session as a basis for payment; (3) capture data
on non-compliant beneficiaries to use as a basis for case
management.?

Non-Disclosure Refers to a legally binding contract that establishes a

Agreement: confidential relationship whereby parties signing the agreement
agree that sensitive information they may obtain will not be
made available to other persons.®

! Implementing Rules and Regulation of Republic Act No. 11310
2 4Ps Operation Manual, 5th Edition
*MC No. 11 S. 2023 - DSWD Data Privacy Manual
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Family
Development
Sessions:

Municipal Roving
Bookkeeper
(MRB):

Pantawid Pamilya
Information
System (PPIS):

PPIS User
Account:

Social Welfare
Assistant (SWA):

Social Welfare and

Development
Indicators (SWDI):

V. SCOPE

Appropriate monthly activities conducted with and attended by
the grantee/s or responsible person towards enhancing their
parenting capabilities, thereby encouraging them to be more
active citizens of the society.*

Ensures that the cash grants are received by the beneficiary as
validated by the C/ML and reconciles the list of paid and
unpaid beneficiaries based on the payroll list.

Supports the overall operation of the Program. It provides the
information technology needed to capture the process,
generate data, and facilitate the required processes and
procedures of the various components of the Program.*

An official system credential issued to authorized 4Ps staff
(C/MLs, SWAs, and supervisors) for use in the Pantawid
Pamilya Information System, registered exclusively using the
DSWD corporate email.

Assist and facilitate systems update (viz., CV/GRS/BDM),
report related concerns for review of the C/ML.*4

Facilitates the compliance monitoring,updating and grievance
related processes, including, but not limited to, CV form
distribution, retrieval, encoding, validation. They also assist the
C/ML in system updates and supply-side assessments.

A case management tool developed by DSWD to assess and
monitor the well-being of beneficiary households.?

This guidelines applies to all 4Ps field personnel assigned at the municipal and city
levels throughout the Philippines, with primary consideration given to Municipal Links,
Social Welfare Assistants, and Municipal Roving Bookkeepers. It does not, however,
preclude any other field personnel who may be directed to augment in different
municipalities, provided that their access shall be limited to the extent allowable under a
duly issued Regional Special Order. Coverage shall be strictly limited to those who have

* Implementing Rules and Regulation of Republic Act No. 11310
® 4Ps Operation Manual, 5th Edition

© PPIS Version 3 Quick Guide
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executed and concurred with the Department's and 4Ps-NPMO’s Non-Disclosure
Agreement (NDA).

VL.

OPERATING PROCEDURES

The following are the guidelines for the implementation of the access of C/MLs, SWAs,
and MRBs into the PPIS.

1.

Eligibility Requirements

To be granted access to the PPIS, personnel must meet the following minimum
requirements:

14.

1.2.

1.3.

1.4.

Currently appointed as a C/ML, MRB, or SWA, with their position duly
supported by a Civil Service Commission (CSC) Appointment, Contract of
Services, or other applicable tenure-of-service documentation;

Completed a PPIS orientation conducted by the National Program
Management Office;

Undertake and concur on a Non-Disclosure Agreement to remind the
duties and responsibilities among field workers in promoting and
protecting the privacy of the household-beneficiaries and corresponding
accountability in the grant of access to the PPIS and the attached liability
in violation of existing national laws on the protection of the privacy of the
household beneficiaries. (Annex A)

Download the Global Protect to mobile devices (cell phones, tablets),
laptops, and desktops, whichever is applicable.

Enroliment in the PPIS Database

2.1,

2.2

2.3.

24.

Upon approval of this guideline, all users of the PPIS from the regional,
provincial, and municipal levels will be temporarily deactivated pending
compliance with the undertaking of the NDA embedded in the PPIS.

Upon submission of NDA, the following information will be captured as the
permanent record and reference in the provision and authorization of
access to the PPIS: Name, Address, Contact Information to be used for
official correspondence/ functions - Email Address and Contact Number,
ID Number, Special Order (indicating the area of assignment), Copy of
DSWD ID / Contract/ Appointment, and Date of Request.

All PPIS accounts must be registered and maintained using a valid email
account. Official DSWD corporate email accounts are preferred, but
personal email addresses will be permitted for three (3) to six (6) months
until corporate emails become available. Personal email should follow the
recommended naming convention.

Subsequently, new users will be required to execute an NDA and register
their information as the basis for the assignment of caseloads.
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2.5. Upon receipt of the information, this shall be processed by the Regional
Information Technology Officer |, activating and authorizing access to the
PPIS.

User Accounts

3.1. Each account shall be individual and non-transferable; sharing of
credentials is strictly prohibited.

3.2. User Roles (CMLs, MRBs, and SWAs) shall be defined in the system to
match respective functions.

Assignment of Caseloads

4.1. The assignment of caseloads into the PPIS constitutes a direct and
enforceable responsibility and accountability on the part of the assigned
personnel for the integrity of beneficiary information—covering its
inventory, management, and updating—with full administrative and legal
implications for any breach of data accuracy, privacy, or proper handling.

4.2. Every change effected in the system shall be permanently captured
through a digital footprint, unequivocally linking the action to the
responsible personnel. This record carries with it full administrative and
legal accountability, particularly for violations involving the improper
handling of personal and beneficiary data, or for unauthorized, erroneous,
or inappropriate facilitation of updates and requests in contravention of
established policies.

4.3. The Regional Information Technology Office (RITO) will process the
assignment of the caseloads in the PPIS to the concerned field workers.

4.4. Caseload assignments must be based on the Special Order issued by the
Regional Director, which indicates the barangay and/or municipality under
the personnel’s responsibility.

4.5. In addition, other personnel within the Field Office may be assigned to
augment particular caseloads and shall be granted access to these within
the PPIS for a period limited only to the fullest extent allowed by a
Regional Special Order.

4.6. Any subsequent reassignment of existing personnel (C/MLs, SWAs,
and/or MRBs), as supported by a Regional Special Order, must be
immediately forwarded to the Regional Information Technology Officer for
the prompt reassignment of caseloads.

4.7. In cases where a barangay comprises a large number of 4Ps households
exceeding the allowable caseload, multiple C/MLs, SWAs, or MRBs may
be assigned. Requests for updating or encoding must be processed with
due diligence, mindful that the digital footprint will carry corresponding
accountability for any change effected incorrectly, particularly when not
based on appropriate documentary requirements. Liability should be
shared responsibility between the primary assignee and the augmenting
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4.8.

personnel, with roles clearly defined in the Special Order to avoid
ambiguity.

Note, however, that the designation of additional personnel with shared
access to the locality shall not exempt the officially assigned and
authorized worker from responsibility. The primary caseload holder shall
remain fully accountable for the accuracy, integrity, and propriety of all
updates or encodings made within the assigned locality, including those
carried out by other personnel granted access through augmentation or
special authority.

5. Scope of Access

9.1

5.2.

5.3.

5.4.

Recognizably, system-related updates as well as capturing of compliance
data constitute the core deliverables of SWAs and MRBs; however, C/MLs
must also appreciate that certain updates, compliance data capturing may
be personally undertaken, particularly those directly tied to the compliance
monitoring and effective management of their case inventory, as these
contribute to case assessment, planning, and overall case management.
In this manner, system updating, compliance data capturing is not merely
a technical function but a critical component of social work practice,
ensuring that case records remain accurate, relevant, and reflective of the
household’s developmental progress.

Encoding shall be strictly confined to the barangays and/or municipalities
indicated in the personnel’s official caseload assignment as supported by
a Regional Special Order. Accessing, viewing, capturing or updating data
outside these coverage areas is strictly prohibited unless formally
authorized through a duly issued Regional Special Order. Any breach
constitutes a violation of program protocols and may result in
administrative and legal sanctions.

All updates must be encoded with precision and without delay. In
particular, changes arising from modifications in household circumstances
shall be promptly reflected in the system to ensure the accuracy of
program data, the timeliness of service delivery, and the integrity of case
management processes. Failure to do so may result in data discrepancies
that compromise grant payments, compliance monitoring, and case
assessment.

City/Municipal Links (C/MLs), Social Welfare Assistants (SWAs), and
Municipal Roving Bookkeepers (MRBs) shall be granted access to the
PPIS with the authority to view all its core modules, as follows:

5.4.1. Household Profile Module

5.4.2. Household Status

5.4.3. Member Status

5.4.4. Concurrence Module

5.4.5. Human Capital Development Indicator (HCDI)

5.4.6. Grievance Module

5.4.7. Compliance Verification Encoding Module - access for CV data
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