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NPMO Order No. \3
Series of 2023

Establishing the Social Marketing, Advocacy, and
Communications Protocol of the Pantawid Pamilyang Pilipino Program
of the National Program Management Office

l. Rationale

The Pantawid Pamilyang Pilipino Program (4Ps) was institutionalized in 2019 by virtue of a
Republic Act 11310, also known as the 4Ps Act. As embodied in the law, the 4Ps (also
referred to as the Program) now becomes the national poverty reduction strategy and a human
capital investment program of the country that provides conditional cash transfers to poor
households to improve the health, nutrition, and education aspects of their lives. This is led by
the Department of Social Welfare and Development through the National Program
Management Office (NPMO).

Under the Program are different components that include Social Marketing and Advocacy,
which are being led by the Social Marketing Division (SMD) of the NPMO. The SMD as the
Program’s - communication arm, leads the development and roll-out of communication
strategies to promote its goals and objectives, as well as encourage support from different
sectors. Since 2017, the SMD works alongside with key Divisions within the NPMO and the
Regional Program Management Offices (RPMOs) in the development of the Communication
Plan.

Following the signing of the 4Ps Act Implementing Rules and Regulations (IRR) in 2019, the
SMD led the development of the Social Marketing Results Framework in 2020 that serves as
the operational guide in the development of the strategic communication plan.

As such the SMD shall focus on handling social marketing, communication and advocacy
requirements of 4Ps, catering to both internal and external audiences/ stakeholders. It shall
plan, build and manage campaigns and day to day social marketing and communication
services for the Program and it shall ensure getting its messages across to its target
audiences. The 4Ps communication goals and objectives shall serve as a guide in using social
marketing as a strategy to attain program objectives.’

Likewise, in 2020, the Social Marketing Service, the Department's communication arm
released the DSWD Internal communication system that outlines workflows, message
alignment, and provided standard in cascading communication materials. This process
includes the inter-relation and process of approval between the SMS and the NPMO; SMS
and the Field Offices and NPMOs to their respective Regional Information Officers.

The institutionalization of 4Ps increased demands and broadened communication needs
putting more requirements on the development and production of information, education and
communication (IEC) materials, and knowledge products. The need to establish and an
internal communications protocol will streamline the function and establish SMD’s mandate in
providing technical support and guidance to all Divisions; act as gatekeeper for the Program
with respect to Program’s core messages; alignment of thrusts and priorities; maintain the
integrity of the Program; and aligned with the vision, mission, and core values of the
Department.

'Pantawid Pamilyang Pilipino Program Operations Manual, 5" Edition (2021), Chapter 17 pp230-248
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Legal Basis

Implementing Rules and Regulations of the 4Ps Act, under Rule XXIl (Program

Transparency and Promotion) Section 58:

The Program shall use social marketing and advocacy strategies to promote
program goals and objectives, gain social acceptance and support, foster
significant values on health and education, and advance positive and productive
changes in the lives of qualified household-beneficiaries.

2. Pantawid Pamilyang Pilipino Program Operations Manual, 5" Edition, Chapter 17,
Social Marketing, communication and Advocacy

3. Memorandum Circular 9, series of.2015- Guidelines on the Implementation of the
DSWD Brand Design and Its Consistent Application in All Agency Collaterals,
Communications and Marketing Materials

4. DSWD Internal Communication System

ll. Objectives

This communications protocol provides a standard process and workflow between the SMD/
SMU and the different Divisions/ Units for a more efficient manner of facilitating requests
relative to social marketing, communication and advocacy requirements within the 4Ps NPMO.

Specifically, it aims to:

1.

Provide guidance on the roles and functions of the 4Ps NPMO Divisions and the
SMD particularly in the development of 4Ps communication material, management
of special events and activities, and other communication related requirements;
Establish a systematic process of approvals for communication related
requirements of the NPMO Divisions and other DSWD Offices in compliance with
the NPMOs culturally sensitive to Indigenous People (IP) and gender-fair
communication protocol and the Department’s branding guidelines and
communication system; and

Ensure efficient and effective delivery of communication related requirements
anchored on the DSWD and 4Ps Communication Plan and Strategies.

Iv. Coverage

This document shall serve as guide within the 4Ps NPMO in facilitating requests relative to
social marketing, communication and advocacy requirements of the program, establishing
a systematic communications operations protocol and ensuring compliance and adherence
in these guidance notes. The Regional Program Management Office is encouraged to adopt
or develop their own protocol as applicable.
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V. * Definition of Terms

1. Branding- Is the collective effect of the logo, products, brand name, trademarks,
advertising and other marketing materials - basically, everything that represents the
Agency.

2. Communication Plan - A communication plan is a policy-driven approach that helps
deliver the information appropriately and effectively to respective stakeholders.
Specifically, it is an end-to-end plan to deliver strategic information to the desired
audience to boost the organizational results. Communication plans deal with the
organization/audiences you are trying to reach, the message to be sent there and the
methods or the communication channels to be adopted to reach them effectively.

3. IEC- The use of three terms information, education, and communication elucidates
the threefold concern of such a communication component, namely, information
delivery, training, and human resource development, and awareness and motivational
communication campaigns. It uses various communication media in conveying
information and educating various stakeholders.2

4. Messaging/ Key Messages- Key messages are the main points of information you want
your audience to hear, understand, and remember. They are bite-sized summations
that articulate the value you bring to stakeholders.?

VI. Operational Guidelines and Implementing Mechanisms

The SMD shall lead the development of the 4Ps Strategic Communication Plan with the key
Divisions in the NPMO primarily the Family Development Division (FDD), Grievance Redress
Division (GRD), Social Service Delivery and Management Division (SSDMD), Institutional
Partnership Division (IPD), Compliance Verification Division (CVD), Planning Monitoring and
Evaluation Division (PMED), among others.

Strategic planning workshop shall be conducted every three years to develop the Strategic
Communication Plan. Review, revisiting and assessment shall be conducted in the fourth
quarter annually. The SMD shall develop a tool to be used in the annual assessment. The
Research Section of the PMED shall provide comments/technical inputs thereto.

The Strategic Communication Plan must be anchored on the program priorities, thrusts, and
results framework. The SMD shall likewise ensure budget allocation on specified priority
activities and/or communication collaterals to be produced.

SMD shall serve as the clearing house of all 4Ps communication related materials such as
development of IECs, Press Releases, publication of materials/ content in the official 4Ps
website and Facebook page, and provision of Technical Assistance on the conduct of events
All Divisions shall ensure submission of all their planned communication requirements to SMD
within the preparation of the Work and Financial Plan. All requests shall be coursed through
the developed Ticketing System: https://bit.ly/SMDTAReq. Likewise, the focal person or

2 Velasco, Cadiz, Lumanta (1999), Communication and Social Marketing, University of the Philippines,
Open University
% Developing Key Messages for Effective Communication, https://msktc.org
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requesting party shall fully accomplish the Client Satisfaction Measurement Form, upon
completion of the request.

The SMD and the RPMO, through its 4Ps Information Officers shall also work seamlessly by
direct coordination, consultation, and feedbacking. The SMD's role is to provide directions
through specific and formal guidance issuance with respect to nationally initiated social
marketing, communication and advocacy activities; Technical Assistance during Work and
Financial Planning — with respect to the Advocacy Budget, and responses requiring an NPMO
messaging and official decisions.

1. Development of IEC Materials- Regardless of funding source, all IEC materials (e.g.
power point templates, background for online meeting, office stationery, electronic mail
signature, etc) shall be developed or produced with the concurrence of the SMD.
Similarly, all produced IEC materials shall be according to and included in the Strategic
Communication Plan, unless accompanied by a directive.

IEC Materials Activity Division/ Timeline Time for
Focal Person Comments
Simple e Content e Proponent 1 day
(Paunawa, development Division
Media/ Quote | e Draft lay-out e SMD Focal 1 day
Card) e Routing for | ¢ Proponent 2 days 2 Days
comments Division
e Final copy for|e SMD 2 Days
approval )
e Publication e SMD Immediately
upon
approval
Moderately e Content e Proponent
Complex development Division 3 days upon
(eFDS, e Lay-out e SMD receipt  of
brochures, the content
flyers, e Review/ routing for | ¢ Proponent 2 days 2 days
packaging  of comments Division
report and other | ¢ Final copy and|e SMD
similar items) Approval 3 days
e Publication and [ e SMD and .
distribution proponent Immediately
Division upon
approval
Highly Complex [ e  Approval of Concept |¢ Proponent Within 3
Materials note Division days upon
e Approval of script e SMD receipt  of
(Development the
of *AVP, lay-out approved
of manual/ concept
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IEC Materials Activity Division/ Timeline Time for
Focal Person : Comments
books/ directory note
Within 5
days upon
e Production stage SMD approval of
script
Within 3
days upon
e Approval of the|SMD submission | 3 days
material of final copy
Immediately
upon
SMD and | approval
e Publication/ pfOPQHGNt
Distribution Division

“Please note that the AVP indicated herein are those that can be produced in-house

2. Management of Special Events- No events or activity outside of the approved
communication plan shall likewise be conducted unless covered by a special
instruction or directive. SMD shall lead the Program Committee and to collaborate with
the proponent Division to ensure completeness of program and technical
requirements.

Roles

Proponent Division

Social Marketing Division

e Prepare

the

overall

concept

proposal (as necessary);
¢ Endorse the concept note and proposal
for review/ input of the SMD;

¢ Convene/

organize

the

and

events

e Ensure

requirements

materials of

Finalize the program/ flow and the script
together with the proponent Division;

technical
for

and
the

logistical
event
complete and in order (i.e presentation

are

committee (i.e logistics, invitation,
program, safety and security, etc); and
Prepare report relative to the conduct of
the event.

resource persons or
performers, names of VIPs or guests to
be acknowledged during the program,
etc); and

In charge of Publicity which include the
design and production of banners/
streamers, media cards for social
media posting, event press releases;
photo and video documentation among
others.
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3. Message — Development of Message/ Speech for the Secretary, Undersecretary,
Assistant Secretary and the National Program Manager shall be the responS|b|I|ty of
the SMD in coordination with the proponent Division.

Roles

Proponent Division Social Marketing Division

Provide talking points;

Submit to SMD pertinent documents
(concept note, event profile, proposal,
etc) to  serve as basis in the
development of the message; and
Prepare the required documents
(memo, executive summary etc)
following the set standard procedures

Develop the message;

Secure approval/ clearance from the
NPMO to OUSSWD as required for the
message of the Secretary;

Share the approved message to the
concerned official or Secretary; and
Ensure print-out of the message for
reference or perusal during the event as

when inviting DSWD  Officials, needed.
especially when inviting DSWD
Secretary.

4. Press Release- SMD shall lead in the formulation of scripts/content for press
issuances based on the priorities and directives of the DSWD/ 4Ps NPMO
Management and to address pressing issues based on the Division’s monitoring
reports. All Press Releases shall be approved by the National Program Manager or
cleared by SMS as the case maybe.

The following are the roles and functions of the SMD and Divisions concerned, should
a press release is required:

SMD to:
e Lead in drafting of the press releases with guidance and directives from the
Management; and
e Publish the PR in the Program’s website and official social media accounts;
and distribute the same to targeted stakeholders.

Proponent Division to:
e Submit information/data necessary for the PR, as requested by SMD; and
e Ensure data/materials provided to SMD answers the basic questions such as -
who, what, where, when, why and how.

5. Photo and Video Documentation - The SMD may be tapped by other divisions to
provide photo and video documentation that can either be used for the Program’s
social media accounts, website posting or production of AVPs. Requests for photo or
video services must be made at least 1 week in advance of the event or shoot date.
The SMD gives priority to all 4Ps national-level events or regional events which are
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attended by the DSWD Secretary or the National Program Manager that are worth
posting for public consumption.

Roles

Proponent Division

Social Marketing Division

@]

[e]

¢ Send a memo request which include the
following details:

e Prepare the logistical requirements of the
SMD staff in case of travel out of the office

Service required (photo, video)
Outcome of the photos/videos
(upload to website/ Facebook,
printed and delivered, filed, for
print publication, etc.)

requested date of shoot

Shot list (if there are required
photos/ footage needed)

Conduct photo/ video shoot as
requested

Post/ edit photo/ video depending
on the determined outcome

VL. EFFECTIVITY

This NPMO order shall take effect immediately. Let copies of this NPMO Order be
disseminated to the 4Ps NPMO Personnel for guidance, reference and compliance.

Issued in Quezon City this M} dayof Ffebm

2023.

Awmisapproved

GEMMA B./(GABUYA

Director IV and Nation@ Program Manager
Pantawid Pamilyang Pilipino Program/ t/N\/
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DRN: 4Ps-SMD-A-COMM-23-02-14131-S
MEMORANDUM .
5 [ |5 137
FOR : GEMMA B. GABUYA g -
r

Director IV and National Program Manager

THROUGH : ROMGULO M@/ro/z@

Concurrent Deputy Program Manager for Operations and
Division Chief, Modified Conditional Cash Transfer Division 7

FROM : THE DIVISION CHIEF
Social Marketing Division

SUBJECT : ENDORSEMENT OF THE 4PS COMMUNICATIONS
PROTOCOL

DATE : 9 FEBRUARY 2023

In reference to the 4Ps Communications Protocol, we are submitting herewith the
revised copy based on the inputs and comments of the different Division. We are also
sharing the consolidated comments and actions undertaken by the Division for the
reference of the National Program Manager.

For the NPMs signature and/ or further guidance/ instruction.

Thank you.

OFELIA ESCAURIAGA

Cc: Office of the Deputy Program Manager for Support

WODRE/ P/10266
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