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GUIDANCE NOTE ON THE PRODUCTION AND ISSUANCE OF PANTAWID
PAMILYANG PILIPINO PROGRAM (4Ps) IDENTIFICATION CARDS (IDs)

. RATIONALE

The Republic Act 11310 or the 4Ps Act institutionalized the Pantawid Pamilyang
Pilipino Program as the national poverty reduction strategy and a human capital
investment program that provides conditional cash transfer to poor households
for a maximum period of seven years.

Since its inception, the Program has been issuing IDs to household
beneficiaries as part of its registration process and overall implementation.
Primarily, the 4Ps ID is issued to the households through the grantees to verify
if their households are indeed beneficiaries of the Program. Also, the
beneficiaries use their IDs in availing modalities and interventions under the
Sustainable Livelihood Program (SLP) and coverage under the Philippine
Health Insurance Corporation (PhilHealth). Given this, it is necessary to provide
guidance to the Field Offices (FOs) on the process of the production and
issuance of the ID following the existing protocols and branding of the
Department.

Further, through this Guidance Note, the design and security features are
enhanced to reflect the date of issuance and validity, regional insignia, and the
dry seal of the FOs. This is to prevent the unauthorized copying and
reproduction of the ID as experienced by the FOs in the previous years of
Program implementation given that the beneficiaries use their IDs in availing
other programs and services.

With this, this Guidance Note intends to provide direction to the FOs in
processing the production, issuance, and distribution of the 4Ps ID to the
beneficiaries.
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LEGAL BASES

1. Republic Act No. 11310: An Act Institutionalizing the Pantawid

Pamilyang Pilipino Program (4Ps)

The 4Ps is the national poverty reduction strategy and a human capital
investment program that provides conditional cash transfer to poor
households for a maximum period of seven (7) years. With the passing of the
4Ps Act, the household-beneficiaries are given priority in availing the
modalities and interventions under SLP and are automatically covered in the
National Health Insurance Program (NHIP) of the government.

. Republic Act 10173: Data Privacy Act of 2012

The Data Privacy Act states that all the sensitive information being maintained
by government agencies and instrumentalities shall be secured with the use
of the most appropriate standard recognized by the information and
communications technology industry, and as recommended by the National
Privacy Commission (NPC). Moreover, the head of the government agency or
instrumentality shall be responsible for complying with the security
requirements mentioned in this Act.

. Memorandum Circular (MC) No. 14 Series of 2021: Amending the

Guidelines on the Implementation of the DSWD Brand Design and its
Consistent Application in All Agency Collaterals, Communications, and
Marketing Materials

MC 14 provided guidance on the use of the DSWD logo mark based on the
Manual on the Brand Design and its Application. Also, the FOs were directed
to create/develop their own insignia to promote/establish their identity. Both
the standard DSWD logo and FO insignia shall be used at all times in all
materials coming from the FOs.

OBJECTIVES

This Guidance Note shall provide direction to the FOs in the production,
issuance, and distribution of 4Ps IDs. Specifically, this shall:

e Identify the RPMO staff who will perform specific roles in the production
of 4Ps IDs within a specific timeline;

e Guide all implementers to have a clear and functional understanding on
the use of 4Ps IDs and its validity;

e Guide implementers on the correct process in case the household has
changed its grantee or has transferred/changed address;
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Enumerate requirements to be submitted by the concerned beneficiaries
for reissuance in case of loss and dilapidation; and
Provide procedures on how to surrender the 4Ps ID.

COVERAGE

This Guidance Note covers all existing registered household beneficiaries of the
Pantawid Pamilyang Pilipino Program.

OPERATIONAL DEFINITION OF TERMS

1. Active Households — Households that are registered in the Program and are
eligible to receive cash grants subject to compliance to the Program conditions

1.4.

1.2.

1.3.

1.4.

Client Status 1 (CS 1) Active — Households that are registered and
eligible to receive cash grants

Client Status 19 (CS 19) Grants Temporarily On-Hold — Households
that are registered and monitored by the Program but has pending
cases of duplicity. Their grants will be released once the duplicity case
is resolved

Client Status 24 (CS 24) GRS: Suspended grants due to
misbehavior of HH — Households who have members who committed
a second offense of misusing the cash grants. These households are
not entitled to receive cash grants for one period or equivalent to two
months

Client Status 28 (CS 28) Active Household in Special or Difficult
Circumstances - Household cases that are assessed to have special
or difficult circumstances that threaten their compliance to Program
conditions. They shall be exempted from complying with the program
conditions and are eligible to receive grants for one period to a
maximum of 3 periods depending on the case manager’s assessment
and recommendation

2. Delisted Households - Households that were validated by the Field Offices
to be no longer eligible in the Program

2.1.

Client Status 5 (CS 5) GRS delisted due to Misbehavior - The
grantee of the household has a case filed against them and proved to
have committed fraudulent acts such as: (1) collection of fees in any
form; (2) misrepresentation; and (3) provision of false information
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22.

2.3.

2.4.

2.5.

2.6.

2.7

2.8.

Client Status 6 (CS 6) Duplicates - Households that were found and
validated to have the same details with another household

Client Status 7 (CS 7) Delisted due to non-compliance -
Households that will be removed from the Program due to being
persistent in not complying with conditions despite the provision of case
management

Client Status 8 (CS 8) Waived — Households that have voluntarily
signed a waiver expressing disinterest to be a beneficiary of the
Program

Client Status 10 (CS 10) GRS delisted due to Disqualification —
Households with a grievance case filed against them questioning their
eligibility to the Program and after a thorough investigation, these
households were found to be ineligible

Client Status 14 (CS 14) No Eligible (0-18 y/o) for CVS Monitoring
(Certified by RPMO) - Households that were validated and certified by
the RPMO as no longer having an eligible member for compliance
monitoring in the Program

Client Status 29 (CS 29) Delisted due to Aging Inactive Status in
the Program — Households that were automatically delisted and
tagged as CS 29 in the PPIS as a result of being inactive in the Program
for six (6) consecutive months

Client Status 31 (CS 31) Validated Non-Poor Households -
Households that were enumerated by the National Household
Targeting Office (NHTO) as non-poor and validated as such by the
FOs.

3. Existing Households - Households that are active and inactive as of the
effectivity date of the 4Ps Act Implementing Rules and Regulations (IRR)

4. Exited Households — Households that have been assessed and agreed to
exit and/or voluntarily expressed willingness to exit from the Program; These
households have undergone the Exit planning process and shall be tagged as
Client Status 3 (CS 3) — Exited with Improved Level of Well-being in the
Pantawid Pamilya Information System (PPIS)

5. Inactive Households - Households that are temporarily deactivated from
receiving the cash grants due to duplicate households, waiving rights to the
Program, or having no eligible children 0-18 years old. The household may be
reactivated after thorough validation.
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5.1. Client Status 11 (CS 11) Moved to Non-Pantawid Pamilya (PP) Area
Through BUS Type 3 - Households that transferred to another location
without coverage of 4Ps.

5.2. Client Status 12 (CS 12) Moved out of the Area Without Notice -
Households who are no longer found in their declared address and did
not process and/or request for transfer of residence.

5.3. Client Status 15 (CS 15) No Eligible Member of Household (HH) for

CVS Monitoring - Household has no more eligible children-
beneficiaries based on the Program records as determined by the
PPIS.

6. Pantawid Pamilya Information System (PPIS) - The management
information system used in Program implementation. It is the main source of
data on the profile of 4Ps households, beneficiary updates, compliance data,
generated payroll, and other related data.

VL. PRODUCTION AND ISSUANCE OF 4PS ID

1. Upon approval of this Guidance Note, the active household beneficiaries
shall be issued with new IDs following the prescribed design as cleared by
the DSWD Social Marketing Service (SMS) and security features. (Please
refer to Annex 1 for the design and specifications). The old IDs of the
household beneficiaries must be surrendered to their assigned
City/Municipal Link (C/ML) and shall be perforated upon receipt of the new
4Ps ID.

2. The newly registered households in the Program shall also be issued with
the 4Ps ID through the following process:

2.1. The processing and production of the 4Ps ID shall take place during the
Post-Validation Phase of the Registration process. Specifically, the
processing shall start after the FOs’ submission of Certificate of Eligibility
for the newly registered households. Only those households that are in
the list certified by the FOs shall be processed for 4Ps ID.

2.2. After the production of the IDs at the FOs, it shall then be distributed to
the Municipal Operations Offices (MOOs) for onward distribution to the
households during the comprehensive Program Orientation Session
(POS). Should the 4Ps beneficiaries fail to receive his/her ID for certain
reasons during the POS, the MOO shall undertake to distribute these
IDs to concerned beneficiaries to the latter's address or during the
scheduled Family Development Session.
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2.2.1. The FOs shall also have the discretion on the specific staff to be
assigned to the production of the 4Ps ID.

The following diagram summarizes the process:

Households are

approved for Households are 4¥s [Dsatedistributed

FOs process and
produce the 4Ps

during Program

registration by the certified as eligible IDs Otionfation Seabion

RDs

4. The FOs shall include in their annual Work and Financial Plan (WFP) the
funds needed in the production of the 4Ps ID for the households that will
eventually be replaced.

5. Whenever there is a new Secretary of the Department, the Social Marketing
Division (SMD) of the 4Ps National Program Management Office (NPMO)
shall facilitate the updating of the e-signature of the said new Secretary as
well as seeking clearance from the SMS of the DSWD Central Office prior to
endorsement to the FOs within the set timeline. The same process shall
apply if in case there is a need to enhance the specifications and design of
the ID.

VIl. VALIDITY OF THE ISSUED 4PS ID

1. Only those 4Ps IDs produced and issued through the FOs embracing the
prescribed design and security features are considered valid as long as the
household is an existing household beneficiary of the Program or until the
household has reached the 7-year residency period and did not change its
grantee or did not transfer to another area.

The validity period indicated in the IDs shall still be followed and there is no
need to reproduce new IDs in case the Department has a new Secretary.
However, the FOs may opt to reproduce new IDs with updated names and
signatures of signatories, subject to the FOs’ availability of funds.

2. New IDs can only be issued for those household grantees who will fall in the
cases described below:
2.1. The household changed its grantee due to death, long absence, old
age/poor health, working, disability, gender-based violence case,
grievance-related case, and parental authority suspension;
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2.2. The household grantee has an approved update/change in name; or

2.3. The household has transferred and filed for a change of address in
another region. The new ID shall include the insignia of the receiving
FO.

The replacement IDs shall be processed after the updates mentioned in
items 2.1. to 2.3. are already approved by the RD and reflected in the
concerned household’s profile in the PPIS.

3. The old IDs must be surrendered to the assigned C/ML. Upon receipt of the
surrendered IDs, the FOs shall secure clearance of the RD prior to the proper
disposal of the IDs at the MOOs.

VIll. CASES OF LOSS AND DILAPIDATION

1. Lost4Ps ID shall be reported immediately by the grantee to the C/ML within
three (3) working days after the loss and request for a new ID. The grantee
of the household shall submit an Affidavit of Loss or Barangay
Certification/Tribal Chieftain Certification citing the reason for such loss
before the new ID shall be issued.

2. If the issued 4Ps ID has become dilapidated and the security features are
no longer apparent/visible, a new 4Ps ID must be issued and the old ID
must be surrendered by the grantee to the assigned C/ML.

3. Upon verification and completion of the reproduction of the new ID, the new
ID will be distributed by the C/ML through Family Development Session
(FDS) or during house visitation.

IX. DELISTED AND EXITED HOUSEHOLDS IN THE PROGRAM

1. The delisted or exited household beneficiary shall surrender the issued 4Ps
ID to the assigned C/ML within five (5) working days after such delisting in
the Program. Item No. 3 of part VII shall be followed in the disposal of
surrendered IDs.

2. If in case a delisted household was reinstated in the Program, a new ID
must be issued to the concerned household through its grantee.
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X.

XI.

ADMINISTRATIVE ACCOUNTABILITY

Every staff shall observe diligent and conscientious effort to validate, capture
and update only the correct and accurate information of the beneficiaries. Every
staff must adhere to Section 24 of the 4Ps Act which provides the following
penalties:

1. Any person, whether or not acting in conspiracy with public officials, who,
by act or omission, inserts or allows the insertion of data or false
information, or who diverts from what ought to be contained in the registry,
with the view of altering the fact, or aiding in the grant of the money to
persons other than the qualified household-beneficiaries, shall be
penalized with imprisonment of not less than one (1) month but not more
than one (1) year, or a fine of not less than Ten thousand pesos
(P10,000.00) but not more than One hundred thousand pesos
(P100,000.00) or both imprisonment and fine, at the discretion of the court;
and

2. A public official or employee who commits any of the acts provided in the
IRR herein shall be penalized with temporary disqualification to hold public
office. Administrative sanctions shall be imposed without prejudice to
prosecution in the proper courts, in accordance with the 2017 Revised
Rules on Administrative Cases in the Civil Service (2017 RRACCS) and
RA No. 11032, otherwise known as the “Ease of Doing Business and
Efficient Government Service Delivery Act of 2018.”

EFFECTIVITY
Effective immediately this CY 2023 until further any issuance, memorandum, or
directive issued by the undersigned inconsistent with this Guidance Note are

hereby modified, amended, or superseded.

Let copies of this Guidance Note be distributed to all Field Offices for strict
compliance.

k
Approved this ¢ day of 2023 and shall take effect immediately.

@PPROVE /DISAPPROVED:

GEMMA B. GABUYA
National Propgram Manager
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