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1. INTRODUCTION

This Quality Managenrent System Manual of the Parole ard Probation Administration
ensures that the Agenq/s servi{6 @nform wi$r $e orgpnizaUonal, stahrtory, and
regulatory requirements, and the needs and e\pectations of its clients (the
probationers, parolees, and pardorrces) and irrs stakehdders ard offrer relsrant
interested parties.

The manual proviG the rope and the stnrture of the Paroh and Probation Quality
Management System (QMS) irrcluding SE furrctions and responsitrilities of
managernent core, and zupport processes for conUnual improvement.

Fufthermore, this manual serues as a mechanic to instill awareness, hmiliarity, and
appreciation of Parole and Probatkrn Administration personnel on the underlying
principles, requirernents, ard significance of ISo 9fi)1:2015 eMS; improre the units,
respective processes; establish a guide for the effective implenrentation of the eMS;
and enhance Parole and Probation Administration's rnanagemen! core and support
processes.
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2. AGENCYPROFILE

The Probation Administration is an attacfied agerry urder $e Departrnent of lustice
created by virtue of PD l$o. 968, othenrise known as the Probation Law of 1976, as
amended. Executive Order 292, frre Administratire Code of 1987 later renamed the
Agency into Parole and Pnobafion Administration (DOJ-PPA) b irrclude the parole
sfstern.

To carry out the objectives of the law, the DOJ-PPA is organized into sixteen (16)
Regional ffices whicft supervise and provirle administrative and suppoft services to
the two hundred twenty-soren (227) provincial and city probation offices which
directV urdertakes the investigatircn (selectirn) and supervisinn (treabment ard
rehabilitation) of clients granted probation, pardon and parole.

DOJ-PPA has seven (7) divisinns which consist of the followirq: Mministrative
Division, Case tGnagernent and Records Division, Community Servies Division,
Finarrcial and Managenrent Division, Legal Division, Planning Division and Technical
Services Division to support the local probation offices which have direct services to
the clients, induding minor dnrg and juvenile offenders placed on probation.

Three staff divisions, namely, tfre Administrative Division, Finarrcial and Management
Division, and Legal Division perform staff functions that attend to intemal affiairs of
the AdministraUon's offices. They are primarily concemed with day to day operations
essential for the orderty and eftctive managernent of tfe DOJ-PPA's a nvities.

on the other hard, the four divisions, namely, the Case Management and Records
Division, Community Services Division, Plannirp Division and Technical Services
Division, provide technical and specialized seMces relatirq to field operations.
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3. itls$oil, yl$o]l, GoALs, coRE vaLUEs, AilD coDE oF ETHICS

3.1 ,I{ISSIO[{

To rehabilitate and reintegraE persons on cornmunity-balsed con€dbns for peace
and sochl justice.

3.2 VTSTON

B'l 2024, the DOJ-PPA is the ASEAN's model of @mmunity-b:rsd con€ctirE in crinE
prevention.

3.3 GOALS

The Administrationt program is mandaH by pertinent larvs, as sudt, sets to achieve
the followirg goab:

a) Prornote the conection and rehatililatirn of an oftnder by prwidirp him with
irdivklualized treatrnent;

b) ProviJe an opportunity for the refomation of a penitent oftnder whkh might
be less probable if he vrere to sen/e a prison sentence; and,

c) Prarent the cornmissbn of offenses.

To carry out these goals, the &eflcy, through its network of regimal and field parole
and probation offices. performs the fullowing functions:

a) to administer the parole and probation system;

b) to supervise padees, pardonees, probatbners, firsttiine minor drug
offienders under suspended sentence and dienG rendering cornmunity
service; and,

c) to prornote the correctifi and rehabilitation of criminal offienders.
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3..1 coR.E VALUES

PER,FORI|AIICE

EfEcient and ffiive .rccornplishment of tasks and targEts, beginnirE with individual
officials and employees and throwlErJt all units in the orgEnizational hierarchy,
linked coherently and progressively bward the Agency Mission, Vision and strategic
goals.

. Tetmwork
WorkirE together to achieve shared goals.

. Resourcef,Ulness and Innoyatiyeness
Explorins resources witfi ingenuity, oEimizing opportunities with
creativity

PROFESSIOI{ALISi{

High larel of proficiency on the job resultirE from mastery and @nscientious
application of appropriate knowledge and skills, honed by sound judgr€nt, self-
discipline and unc€asirE stivirE for excellence, ard fourded on a aode of condwt
that respects the dignity of dients and Hlowman.

. Role lrlodcNing
Servirg and impiring by examph.

. Pr*seional Exodlcnce
Achiwing high *andards for ethical and quality service.

ACCOUNTABILITY

Inherent obligtiofl of orery ofncial and employee to ansu€r licr decisbns, actions
and results within his/her authofi, irrcluding proper ard effective utilization of
resources in support of Agency policies and pogrdms, with timely, complete and
aocurate disclosure in requircd reports.

. l{oncsty .nd InEgriV
Being uprEht and transparent in transactions ard relations

Ilffectivity Date

. ResponsaH lity
Achiarirp o(pectations, ansaverirE fur results.
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3.5 CODE OF ETHICS FOR, PROAATIO'{ AND PAROLE E'IIPLOYEES

PREAIIBT"E

We, the employees of the Parole and Probation Administraton, in order to establish
a just ard humane correctional system, implore the aitJ of Almilhty God, to etrectively
foster tlle rehabilitati:n and reformatbn progriirm of the Agency and uptroH its
mission-vision to prwiJe excellent performance, exude proftssionalisrn aM
accountability bwards the adrievement of defined goalt do hereby decree this Code
of Ethics.

CAIIOI{ 1: As Probatjon and Parcle Employees we shall commit ourrlves to provide
excellent PERfi(xllAIIcE. In this regBrd, we must:

1.1 Commit ourselves to tvork willingly with due dili]ence and pnrderrce.

1.2 PGsess the @mpeterrcies dlat shall @ntribute b ttle adtievernent of
the Agenqr's nundate, @re values and delivery of excellent service.

1.3 ResponEuy perform cxr dutbs with dignity and progbty.

1.1 Stri\re to be ph),skally and rnentally ft for us to be able to efnciently
carry-out Ble functirns of our office.

CANOI{ 2: As Probation and Parole Employees vye shall be edtomes of
PROFESSIOI{ALISIII in public servlie; hence, ure must:

2.1 Act with hbtle$ respect for ou|ers and shall sfictly ob6en e Ule
necessary protml at all tirnes.

2.2 Always be mindful of the publk aspect of social media. so as not to
run afoul of a Probaton and Parole Employeet effiical obligations.

2.3 Practhe the virtues of humility and modesty.

cAM)ltl 3: As Probatirn and Parole Employ€es we shall devote ourselves to practice
the virtue of ACC(XTIfiABILITY in our functions in the interest of genuine public
service. Thus, ure must:

3.1 Act with utnost honesty and accountability for public interest.

3.2 Act resporEibly b upitoH tE in@rity of our vctim.
3.3 Use our pcitirns for official business and not to furher private

inter€sts or those of odrers,

3.1 Adh€re to high standards of moality and decerry and shall set good
examdes for dients to fullotv.

3.5 Use appropriate language, speerfr and g€stures and shall engag€ in
proper cortdwt.

3.6 Keep in confuence all matters pertaining/rdairE b our clients.

QUALITY MANAGEMENT SYSTEM
MAI\UAL Page Number
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4. QUALITYFOIJCY

We @mmit to pro/ide exellent PERFORITTANCE thrajgh PROFESSIONALISM and
ACCOUNTABIUTY to rne€t tlle rehabilitation and reintegration needs of probationers.
parolees and par&nees and tt€ expectat'rons of all stakeholders.

We commit to corndy with all apdicable statutory and regulatory requirernents and
continually improre the quality managE nert system.

\fun*g t;vc-s... q$ffiA q{zcioulipl ..'

\
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5. QUALITY OB'ECTIVES

The organizatixr shall #lish quality obirti\res at rda,ant nmaixs, lereh and
processes needed fur th€ QMs.

See Afflex A for fle details of the quality objecti\€s.

6. SCOPEOFDOT-PPAQHS

Ihe ISO 9001:2015 Qualry Managemert Sy$ern apdies to the nrandated functions
of Parole and Probation Administrauon under Presidential Decree l,lo. 968, as
amended, otherwise known as Probaton Law of 1976 to inciude management, core
and support prrcses.

The rope of the DOJ-PPA QMS oovers the provision of investigation, supervision, and
rehabilitation servkes for the probationers, parole6, and pardon€es. Details of the
processes are contained in the glEs rnap.

For the imdernentatbn of the DOI-PPA QMS in ac@rdance with tte ISO 9O0l:201S
stardards. the sites corered are:

. ain Site: Central Office - DOJ Agencies Building, NIA road comer East Avenue,
Diliman, Quezon City

. Site l: NCR Regbflal Office - G/F DCU Agencies Building, NIA road comer East
Avenue, Diliman, Quezon City

o Site 2: Manila PPO No. 3 - Roorn 202, 2nd Ftoor phitippine Bible Society Building
3961, R. Magseysay Blvd., Sta. Mesa, Manila

. Site 3: Manila PPO No. 5 - Roorn 2038, 2nd Fbor philippine Bibte Society
BuiUing 3961, R. Magsaysay Blvd., Sta. Mesa, Manila

. Sits 4: Manila PPO No. 6 - Rmm 202, 2nd Ftoor phitippine Bibte Society Buitding
3961, R. Magsaysay Blvd., Sta. Mesa, Manila

. Site 5: Marikina PPO - 3F Martet Building, Sta. Elena, Marikina Cityo Site 6: Regional Office No. l- lrrand 3d Floors, O.D_ Leones Bldg., Gov. Agruila
Road, Sevilla, San Femando City, La Union

o Site 7: San Femando City PPO - Hall of Justice, Sevilla Heehts, San Femando
City, La Union

. Site 8: Cordillera Administrative Regional Oflice - Room .t 11, Hall of Justice,
Baguio City

. Site 9: Baguio City PPO - Room 109 Hall of Justice, Baguio Cityo Site 10: Regional Offrce No. ll - Hall of Justice, Carig Sur, Tuguegarao City,
Cagayan

o Site ll: Tuguegarao City PPO - Hall of Justbe, Carig Sua Tuguegarao City,
Cagayan

. Site 12: Regional Office No. t - 2yF CLK Bldg., Dotores, City of San Femando,
Pampanga

o Site 13: Tarlac City PPO - ZF f atl€lc Courts Bldg., Tarbc Cityo Sito lrl: Regional Ofhce No. lV-A - HectBn Commercial Certer, Brgy. Halang,

bL I
a
D

,
Page Numher
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Calamba City, Laguna
. Site 15: San Pablo City PPO - Gusali ng Kagawaran, Capitol Site, Lauro Dizon

St., San Pablo City, Laguna
o Site 16: Regional Office No. lV-B - GLM Bldg., Bonifacio comer San Agustin Sts.,

Brgy. lbaba East, Calapan City, Oriental Mindoro
. Site 17: Calapan City PPO - Hall of Justice, Provincial Capitol Cornpound.

Calapan City, Oriental Mindoro
o Site 18: Regional Offre No. V - DOJ Bldg., City Hall Compound, J. Miranda

Avenue, Naga City
o Site 19: Albay PPO - G/F Pefiaranda Park, Old Albay District, Rawis, Legazpi

City
. Site 20: Regional Otrce No. M - Room 4(X CJ Ramon Avancef,a Hall of Justice,

Bonifaciro Drive, lloib City
. Site 21: Bacolod City PPO No. 1 - Roorn 3'16 Hall of Justice, Bacolod Crty
o Sita 22: Regional Office No. Vll - 3F Annex Bbg., Maxyyell Hotel, Escario St.,

Cebu City
. Site 23: Cebu City PPO No. 1 - c/F DOJ Building, M. Velez St., Guadalupe, Cebu

City
. Site 2tl: Lapu-Lapu City PPO, 2/F Hall of Justice, Pusok, Lapu-Lapu City, Cebu
. Site 25: Tanjay City PPO - 2/F Annex BldS., Crty Hatt Compound, Tanjay City
. SiE 26: Regional Office No. Vlll - Bun€gan ng Katarungan, Rarnon Magsaysay

Blvd. comer Army Road, Tacloban City
o Site 27: Tacloban City PPO - Buhragan ng Katarungan, Ramon Magsaysay Blvd.

corner Army Road, Tacloban Crty
. Site 28: Regional Ofltce No- lX - 2F Diaz Bldg., F.S. Pajares Ave_ cor. Broca St.,

San Jose District, Pagadhn City
o Site 29: Dapitan City PPO - MTCC Bl@., Old Hcpital Compolrrd, lustice F.

Saguin St. 7101 Dapitan cty
. Site 30: Regional Office No. X - UF Room Nos.6 & 7 Jofetmor Btdg., J.R. Borja-

Mortoh St., Cagayan de Oro City
. Site 31: Gingoog Crty PPO - Hatt of Justice, Gingoog City. Site 32: Regbnal Office No. Xl - 2yF Hall of Justice, Ecoland, Davao City. Site 33: Davao City PPO No. 2 - Hall of Juslice, Ecoland, Davao Cityo Site 34: Regbnal Office No. Xll - No. 6 Balmores comer Bemarda St., Brgy. GpS.

Koronadal City
o Site 35: Koronadal City PPO - Hall of Justice, Gensan Drive, Koronadal City 9506

South Cotabalo
o Site 36: Regbnal Office No. Xltt - Room ZF,2JF O(E Bktg., J.C. Aquino Avenue,

Butuan City
. Site 37: Surigao City PPO - Legbtatiye Buitding, Borromeo St., Sur[ao City

Requirernents pertaining to the calibratbn or verification of rneasuring equiprnent, as
stated in ISO 9001:2015 7.1.5.2 are nd appticable in the DOJ-ppA,s QmS as Ure use
of any rneasurirg equipnent is not r€quired in t}le implernentation of DOJ-ppA,s 04S
processes.

(x)7

l0 ol'27
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8. ITIANAGETIIE'{T PROCESS

E,f Poficy Formulrtion

The head of DOI-PPA is responsible for establishing the guidelines, polrres, rules
ard procedu€s in condudirE the adhritiG ard operatbn of Ele ASency.

The Mministrator shall issue office oders, rnemoranda and/or circuhrs upon the
reco.nmerdation of the co.nmitree tasked b formulate poliies, rules and
procdures.

8.2 Planning

fol-PPAt obrectives necessary to deli\rer resJtE in erdarEe urith the e,eeded
outputs are established as follorvs:

8.2.1 Strategrc Phnning is perbrmed at the Departrnent level.

8.2.2

8.2.3

T?re A0ency rtion plans, ptogrit.ns and activities are
established at the operations level androred on the Strategk
P'lan, with due @nEderation of qualrty ptars. perbnnance
management systems, risks and opportuniues, o$tornef and
stakeholder satisfaction, resouroes, intemal processes and
interactbn of enrpb)€e aoanpeterEy and <lorelopnrent.

DOJ-PPA recognizes that there are inherent and indispensabl€
risk and opportunities in the implernentation of &ency plans,
prograrE ard activities. As Erh, these risks and opportunities,
which have the potential to facilitate or hinder the achievement
of objective, are addresed by aAopting sound rnanagEment
prtrtiE induding risk assessment process.

8.2.4 In the furmuhtion of plans, progrirms and activittss, DOI-ppA
identifres inErnal and eternal issues whidt have the
Fobability of afiectirp tfre efficient delivery of servi:es in
accordance with its mandate. In addition, the needs and
expectat ons of its relevant interesEd parties are i,Jertified to
ensure t|at ttEse are addressed.

8.2.5 PlannirE at the indivilual lanel is based on the action plans,
ploglran and adivitis at BE operatims 1e\€1.

8.2.6 Changes to fte QMS and its proGses are canisl out in a
danned rnaffEr per DOJ-ppA euality Objafives and plam.

P4r Numbcr
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8.3 Performance Reviw

The review and wahratbn of instihrtbnal acmrndisfunents ard re{ts are based on
the Strdtegic Plan. Periodk unit and irdiviJual lryel assessrnents are condtrted to
ret/iew and evah.Ete a@mdisffi against actbfl dans.

8,4 Internal Audit

8.4.1 Conformarrce to ISO 9(n1:2O15 requireflErG an<, estattisfied ptkjr:s
and prEedures are e\raludd through an internal audit of the QMS.
The inErnal ardit programme br Qf'fS is estaHished, updated as
necessary, and imffied to ensure @nsist€nt guality ard continual
improv€ment in service delivery.

8.4.2 tilanagement Rwierv for the Ql4S b r.mdertaken at l€d once a )rear by
the Top Management.The Regbnal Director shall cordud a regional
Managernent Review and the result of lr,hich is reported to the
Administrator fior rliscus*m and app'opriate actbn furing the Annual
l4anagement Reiriew. This ensur€s continuirE suitaulity, a@ury,
effectiverEss and aliyrnent wilfi the sreqt ptan.

The managernent rgriew shall irrcltde discussions on:

1. Ivlatters arigrE ftdn the prevlr.rs managernent re\ri€rv rneeting
2. Changes in external and internal is$es rekvant to the fOJ-ppA

QMS
3. Infonnation. i.dll(trB trends in:

a) Custorner satisfaction and feedback ftom relevant interested
parti€E

b) Statudattainmmt of qlallty obiedi\€s
c) Process perfonnance and conbrmity of products and services
d) Nonconfumities and conecti\€ actbn
e) Results of rnonibrirU and memurenrent
f) Audit resufts
g) Perfonnance of external proviJe6
h) A@uacy of resor.rces
i) Efklveness of action taken to address risk and

opportunities
j) Oportmlt*= fur imprurcrnent

The managenrent review outputs indude decisbns and actions
related to:

1. Opportunities br improvenrent
2. Any need fur danges in the rOJ-ppA eMS3. Resource neeG.

hl I
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A documented infonnatim on these rwiew is retained by Ele Qi4S
Tearn Leader.

8.4.3 DOJ-PPA recognizes that nonconformities may occur in the
implernentation of its QMS. As such, rtOl-PPA establishes and
rnainbins a docunented procdure in order to erlsure Ulat Blese
nonconformitiG are detecH, their catses are kJertifu, and the
conesporxlirE conective actions are provided to pra/ent their
reclrrence. when norEonfurnirE products atd services atre conecH,
t|gy are monitorcd in accordance with the docunrented procedure.

See Cortrol of tlonconfurmity and @rrective Action Prcedure

E.5 Stakehddcr and Customer Feedbad( llanagcrnent

The PPA manages its relwant inter€sted Frt es Srorjgh tfie dlowirg:

1. HddirE and/or participatirE regular and spechl coordination
rneetings, briefings, presentatixrs and arents lvith reguhtory
ertiti=, sen ice prwiders and oiher goremmefrt ag€ncies and
insturnentalities.

2. CorxrEtirB inter-agEncy rwierv of propced oyersight polkjes and
produres.

3. Ensuring cornpliance with the Gtizen's Charter for ftontline services.

4. Ensuring upHaE registry of suppliers, oeditors and @.nmunity
reso..llce parurers"

5. Proddiry a ftedback mednnisrn through ostomer satisfaction data
gathering bds.

6. pnductirU briefirqs and stakeholde/s conErcnces inrrolvirE
funding srrpport fff 6E A€Ency.

7. Prwiding secured and corducive facilitbs and environrnent.

See Annex C fior trte d€erib of the Custofiler Hback l4anagernent.

lltli:ctivitv Dare
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8.5 Risk Ass6smeot

It is essenfial for DO:I-PPA to rnanage risks h line with strategic prbrities for
the futfillment of its rnandate. Evaluatinn of risks togeuEr with Ule
identification of proaedures to address such risk are perirically conducted.
Sorne processes and m€chanisrns shall serve as guide on hcn , to ryranag€ risk
exposure. During the revbw of the Agency Performance, errch delivery unit
identifies issues, risks, and opportunities afHing its operatbns; and corne
up with approprbte actim to straEgkzlly address such.

See Annex B for the details of the Risk ard Oppotuntty Registry.

8.7 Puuic lrtfofln tidr Henag6Eltt

The R blk Informatim Sectbn of the nO-,-PPA is El(ed to cooidinate rvith
media regardirE any Eess brietrng, release of ner,vy fuature articles about
ttle A,gency. interviews and guestirE. press rcleasa< of financial data are
pogted in the official webEite of Ure Agency.

Initially, the media linkage procss starts with mrdinatbn thru phone and
e.mail to Ule edibr, producer or dir€cbr of E|e radio and TV program. This
is done utrcnever there are issues in Ure Agency tlat needed to be ciarifu,
nelv programs or sewices that shouH be disseminaH to the public and on
occasions like anniversary or obervance of a particuhr prclarnatbn such as
Naiorlal Correct onal Conrjnrsress Week, prisofl Awareness I ffi, Drug
Prs/ention Week and the likes. The date. tirne and what TV or radio program
the DOJ-PPA ofEcial will be guestirE is finalized by the concerned media and
the PIO in adrdned. R€garding spot or phorFpdch intewier, it b ffiy
coordinated with the head o6 gle Agency most of ttre tirne.

Relative to press rdeases, tr|e pIO t{ill serd it Urough Hnail to Ule desk
editor of the broadsheet or ttre nev{s director of a w station if to be posted
in their website. In cases of tapd interview for a W progam or
docunentary, the pIO facilibtes the \reflJe, fuq.rnents b be preserfred andthe rhedure of Asency ofnciab to be interviewed in consulbation with thegoducer, direcbr or e\ren Ule host of Bre p,ograrn.

Additbnary, ofhciar information b @mmunierted in annual reporG. Feedbackfrom other interffi pa.ties are gaUrered U,roughti"* n 
""tirrgr, 

,u*"./,and suggestbn boxes

Apdicable polici:s on data privacy is ensured in managirE all of ttresecornmunications.

See FOI Manual and kbris l,tanua,.
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CORE PR,OCEIIS

ml-PPA perfunns thee rnaFr hrrtbr6:

9.1 fnvestigEtion seG into rnotbn Ule enbre operatiyt of Urc Agency.

a. Prob*iro anEath|*ioo - corducted after an order to coriduct a Post-
Sentence Investigation is received frorn Sle cDurt which rendered
judgernenwerdH of @nvictbn of an ffiused. It b through the cordEt
of Pd-Sertence tnvestbdbt that Probatim and Parole OfFcer fin&, out
who have direct persooal kno$rledge of petitione/s legal qualifications
and suitability for probation. Th€ basic bots used in PSI are intake
intewiews, records clred, psycfidogkal srdluatiJn, gatrenng of
collateral infiormatjon ftom respoftible mernbers of the community,
family rnembers and relatives and local leader ard drug tests. After all
inbnnatbn are gBthered tV tne proOatim officer, a Poct-sentence
InvestigEtion Report (PSIR) is submitted to Bl€ court br disposition.

b. PcArola/prE(Gart uG dcmG'c, irillttig.Eorr - cordtjcted to
determine innEte's eligibility for release on parole or granted executive
clernency by the Presilenrt of the philippines $rough grant of
conrft,tatim of serit€rre or pardon wh€ttB oxritirlal or absolute. A
referrdl fiorn t le Board of pardofls and paroh necessitates the
investigatim process. The Probatixr and parole Officer gathers collateral
infonnanm ftsn the family members, neigtrhrs and brangBy offcials
who have persornl knowledge of the sak inmaE or rcsk ed or intends to
reside once released on pardon or parole.

See Service t4antal for the &taih of the process.

,
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9.2 Supqvision is ttle essence of the operdtional procss and the determining
crterbn by which Ule whole qFtem is defined. Efiective supewision is
arriord m the car€firl and jud;chs sktion of offerxters fur release dt
probation or parole. The objective is for ttle e6ective reintegration of
probationer or parolee into the rnainstream by strowing capacity for law
obsenrance atd be prdEtive member d society. Regubr office personal
reporting, horne and wort visitatbn, counsding, coadting, lrb refienal and
placem€nt ard drer inErventixrs are sorne of the indivirualiz€d treatsnent
prwided.

See Servke tbnual br the details of the process.

Revision Number



PARoLf AND PROBATION
ADMINISTRATION

Ih,cumenr ( odr () lA{)MS-{X)l

QUALITY MANAGEM ENT SYSTEM
MANUAL

Re\ isi(m Numher (x)7

Page N umber

I lltcti\ it) l)atc March l8- l()ll
l9 ot lT

9.3 Rch.Hlit ti(rn is one of the Agencfs mardated irterventbn to
prevent crirne by prwuing ofierders with program interventions so
UEy beco.ne trodLrtive and hw-abkling nEnbers in sockty. In th€
attainrnent of this martater Urc Agency has adopEd an irdividualized,
community-based threeamnged approrh to crinre prevention aM
treatsnent of otrenders, Rc3brtivc ,n*icc sen€s as the
philosophtal foundatirn, IhelaFutk Community as the treabnent
modality, and VolurEir.tr d strategv fi whirJl the A4ency rnay be
able to generate maximun citi2en parti+dixr or corn nunily
invotvernent.

S€e Servrce Hanual for the d€tak of the prwess.
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9.3. 1 Thsapeutic Cornmunaty Progrem

This program is a Eeatment rnodality that utilizes the onrrunity as prirnary
vehide to ffier behavkl"l and attiudinal change. The cornmunity composd
of peers ard staff exerts group pressure to fucter the personal growth of a
client by cflang,rE ti€ indh/idual lifrsql€s, throwh the qnmunity of
concemd people rvorking bgetter. It integrates tools, notms and methods
with probatbn and parole r€quirernents imdemented in progressive phases
within the non-r€sa(Hial cormrunitfUceO sett rB of the nO:r-PPA

rehabilitatbn prqlram fur clhnts. It Hovk es clients with $ccess milestones
through graduated cornpletion criteria and ainrs fior core imolvement of
clients and their fiamilies. TC $all pro.nde total human ard social
transformation focusing on vital treatment categories, among otheB
including RelationayBehavkrral Management, Affective/ Emotional-
Psychobgir=|, Cogr*tivei Intellect5l, Spirihrd and Psydro.notor/Vctional-
Survival Skills.

See Ladderized TC Manual Books 1 and 2 for lhe details.



ffi
PAROLE AND PROBATION

ADMINTSTRATION [\rcument Code o lA-QNts-u)r

QUALITY MANAGEMENT SYSTEM
MANUAL

Relision Numbcr

l'age Number ll ot lT

Llloctivitl Datc March lE. 2022

(x)7

9.3.2 Resto6tive Justioe Program

This pogram erdeavo.s b r€storc bmken rdatimshiF, b€tween the
.rccusd, the victirn and tfi€ir families and the @mmunty vrhich is directly or
indirecty atrectd ry the crime cornmitted. The processes used in r€rding
broken relatlonships are rnediation, family conferencirlg, circle of snpport and
other indigenous wBy of setuirE problerns of relatbnships in the cornmunity.
The outcome includes pafn€nt of cMl liaUlity, csnmunity u,ork servhe, job
placenr€nt, arnong drers, with the obiecti\€ of tpHirp otrender eountau€
and the responsibility to right the wrong he/ she has committed.

See U Manual for the details.
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9.3.3 Vol unteerisrn Program

This program airm to genrate nEximum parttipation of tirc ccrnmunity fu
the rehabilitatbn of clients. VolunEer bation Assistants (VPAS) work in
close comultatirn and @peratbn with Probation and Parole Officers as direct
supervisors or reso{ri€e in hriduals. The fonrs supervises dients and subrnits
monthly rrunplishrrcnt report to tle Parole and Probation Ofnce while the
latter works as parher of Probatirn ard Parole OfFcer in the condrrt of
retEufitation programs lke being a resorrce speaker, counselor, donor,
sponsor, mediator/ facilitator or coordinator on restorative program
implementation. Thru.ryh efuive volunteeris,n program, the Agency
maximizes ciuzen participatbn ard hwolvernent in sirne preventbn, treatsnent
of offenders, and administrauon of iustice.

See VPA Manual for the details.



ffi
PAROLE AND PROAATION

ADMINISTRATION Dtxumcnt ( ode ot'A-QMS-{ml

QUALITY MANAGEMENT SYSTEM
MANUAL

Revision Numbcrl (x)7

Page Number | 2l ol27

Lltfcctivir! Date I March 18.2022

In carryirE out tlE Sree (3) maFr functbrls of DOJ-PPA, the following process/es are
relevant:

9.4 Records Verificatbn

In the cordtlct of Imestlation prGs, the Probation and Parde Ofncers cordtrt a
recordsrheck on the petitbner in the locab polkE files, aourts, NBI, Case Manag€ment
and Records Divisirn (C!.!RD), et. In retum, Sle CMRD \rcrifies U|e re@r& of the
petitioner and isoues tle resrrfts of ttE recor& ched. The saU result b funiwrded to
the requesthg offe.

9.5 Technica! Services

As the servb arm of EE Board d Padons arx, Parde, the Technird Servi-s involves
tfle rs{iew, evaluation and assessrnent of all reports pertainirE to supervision of
parolees and padonees. In additbn, it involves the determinatjon of staff @rnplement
of subiect Tedrnical Servi:e and the @rdinatbn with diftrent parole probatbn
Offices and other gorcrrrnent agencies b eflsljre goper supervisbo of parolees and
pardonees.

9.6 Volunbcr and C.ommunity Resour!€s frfanagpnEflt

volunteer resources rnanag€ment refers to the eftctive and efFcient rnorlitorins of tfle
volunteer Probation Assistant (vpA) progGm of ule DoJ-ppA slat includes processtng
of apdications and rnonitoring of functbns as clblt supervisor and resoure personi
Hand in hard with $e \lPA p{ogram, Ete Ltilizatih of avaak bb conrmrmity resources
(govemrnent organizatiors, non{ovemrnent organizations and indivkluars) are
monibred in the onduct d dle rehaulitation of ctients.
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10. SUPPORT TO OPER,ATIO S

To effectively and eftimtly ddiver the core fundbns and serybes ot the ppA
support services were estauished to provide administative, logistical, and other
g€neral sewices fu nctbns.

10 .1 Human Rcsource and Derelopment

^dmar*sb.atbn 
of the til,man r€solxce dodopntent systern of the orgEnizatbn

is through:

10.1.1 Reouiunent sdectftm prcess;
10. 1.2 Promotbn prEess;
10.1.3 Indivilual OeUoprnent plan and indiviJual perfurmance manag€ment
process;
10.1.4 Personnel salaries and r.refare benetrts proc6s;
10. 1.5 Personrd information process;
10.1.6 Discidinary rtions prcess;
10. 1. 7 Grievance process;
10.1.8 CompehrEy profilirE b implernenbd for the purpose of esbblishing
the competercy requirenrents, .rs rdl as the cwrer* cornpetencies and
cornpetenq gEp6. Adbns b address aompetency gaps are implemented in
Ure brm of arry of tlle foflotf,irE, 6 ap[,liable:

a) Formal trainings and worl(shops;
b) tuucatimal scholarships;
c) gachnrg ard me*oring inliated within the seryice;
d) Organization and valu6 orientatbn;
e) Brown-@ and edp ca<<in*.

Evaluati:n on the eftcttveness of UEse inten entbns b @firucted through
the use of impact assesnert toob,

10.2 Procurcnnnt tianage[r€nt

The 
-procurement 

process $ollows the requiremerts under Reput,li€ Act No.9184, otherwise known as o,e Go,ernmrt pd,*r;iiifir_ Act and ib
Tt*3uns rutes and resutatir:ns. h*r;;;;idilt err users wiura purchase re{xrest dcurnent ggf .*. "p@;;.;;_*rt p,""Inspectbn and aaceptance a.re qldud€d ii'aoioa.r6 wrfi policres,procedures ard specifications. Reording of fiLn_i;;ffi* are reflectedin the account rE s)6tem.
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10.3 Records and Information llanagerncnt

mJ-PPA implentents a prcedtse fur Reconb lttanagertent as per DOI-PPA
Mernorardum Grcular lTo. f8 dated July 01, 2015 (Apprwed DOJ-PPA
Records Disposition Scfiedule) ard pursuant to R.A. No. 9470 (An Act to
Stren$ren the $7stem of faanagenrent and Adminisffin:n of Archival
Records. establishirE fu the Nrpose the Natbnal Ardtives of the Philippines,
and for odEr R.trpo6es) dated ffinnry 19, 2@7 fur Ule ftJeri6fication,
Grlectkx, acess, rnaanterxince and dispasition of records.

Records are slored, marEged and maintained in tfieir original, legible
ptlotocopy or digiUzed furmat as applicaue in suitable storage areas to
prevent damage, deterkration and bss, 6 well as, to fdcilitate €sy retrieval
of needed dcurnents.

Retertion periods of r€cords are ffiHled, rerorded ard mahttsined in
accordance with the RecorG Retention and Disposition Schedule as specified
in DOI+PA itlernorand.rm Grcuhr t{o. 18 series of 2015.

The RMIC Chair/Records Officer or concerned personnel, as the case maybe,
maintains reaords to demonsU-aE achie\refiEnt of applicaue requirerneflE in
I*. rq1g"I*t and dlsposal of records trrat ktclr.des n terhdr,g with ttle
National Archives of the philippines and its ofEciar buyer of disposed records.

See Documented Informati:n procedure for tfre <letails.

10.4 General Scrvies Hanagement

Ger€ral Servi(E lrbragerE rt in\ohres upkeep, care and proper Elainbnarce
of the service vehides, equiprnent and ttre UriUirp ii*eli as:fts environs.

See Documented InfiorrEtion procedure for the details.
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1 0.5 Financaal H.nagerflent

FirlatEhl iilarlagern€rt inohres formubtion and implementatbn of SE Annual
Budget Estirnates, administration of allocatirn and control of budg€t utilizauon
based on approtd cash prograrrs for the hdget year; establishment and
maintenarrce of UE bmks of z'.nunt; and geparation ard sutrnission of
Budget and Financhl lcoountabilrty repoiB in cundhne wi$ DBM and COA
regulatbrE,

See Docurnented Process Marnal for the ffiails.

10.6 Legal Servks

The LegEl Servi:es includes the provi$m of legat advkr to the Adfi$nisffur,
preparation of legBl opinions on rnatters br@ght before the Administration,
e^/aluat'ron of the findirEs of the field offices relatirre to the legal qr.ralificatbns
of pettimers, condEt of investigEtbn, and prosecutbn of adminisffiiw
cases of the Adminls0-atbn and tfe performance of such odrer functinns aM
drrtbs 6 may h ffi tqr tirne to tirne.

10. 7 OrgEniz.ti.mal Xnorlcdgc

DOI+PA detennines the krolvledge nEessary for the operation of its core,
managernent and support prGes and to drieve confumity of prodrrts
and servkrs. Tttese irdude kno^,ledge and irfunnatin obtained ftorn:

10.7.1 Internal Soures, sucfr as but not limiH b existing shrdies,
survey results, afld in-hotEe t?lir$rE.

10.7.2 External Sources, sucfr as local and forepn sdrolarships.
seminars, conErences,. and inbnnatkrn gadreri fnonr cfienb,
experE or e$ernal prwilers

when addressirE charEirE needs and bends, Dor-ppA consirlers iE q.lrrent
knowledge and determirrc horu to acquire or .rcess ilrury additionalknowledge.

PAROLE AND PROBATION
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10.8 Caseload ]rlonitoring

TtE Case litanagerEnt ard Recoids Divi:im (CI.iRD) is r€sponsibk in
rnonitoring caseulork of the field officers. The casebad monitorirE indudes
analpis and evaluation of probatbn, preparole/exective demerry,
parole/pardon, suspended sentence, @rnmunity s€rvice, rcluntary
confinement, ard rebase on recognizance caseflad reports; preparaEon of
statistical repor6 fi caseload reports; formulatixt of fonns needed for the
case recordirE, reportirE and anahEis of caseload handld; arEl),riis of
qualitative and quantitative performance of the regirn on tl€ caseload
handled; and administratiofl of *r.rdbs on the creatinn, definitirn, rcdefinitim,
renaming, abolition, ard nterygrE of fieH offices.

JULITO II. DIR,AY
OIC Administrator

Date

Revbwed

Deputy Adm inistrator
B. ALCALA
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