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1. PATIENT RIGHTS AND ORGANIZATION 

We encourage you to speak openly with your health care provider, take part in your treatment choices, 

and protect your own safety by being well informed and involved in your care. As a patient at Pototan 

Rural Health Unit Birthing Clinic and Primary Health Care Facility, you have the following rights: 

1. You have the right to receive considerate, respectful and compassionate health care in a safe 

setting regardless of your age, sex, gender, religion, ethnicity, political affiliation, disability or 

capacity to pay free from all forms of abuse, neglect, or ill treatment.  

 

2. You have the right to be assigned to a competent doctor/resident physician and be told of the 

names of all health care team members who are qualified to provide diagnosis, treatment and 

medical advice. Likewise, you have the right to know your hospital and physician fees, and 

receive information about the possibility of financial assistance. 

 

3. You have the right to notify a family member or person of your choice and your chosen 

doctor of your admission to the hospital. 

 

4. You have the right to have someone remain with you during your hospital stay unless it 

compromises your or others’ rights, safety or health. 

 

5. You have the right to exercise your spiritual and cultural beliefs within the capacity and rules 

of the hospital/medical center. 

 

6. You have the right to be informed and give consent before any non-emergency procedure or 

research/experiment or to refuse such. 

 

7. You have the right to privacy and confidentiality of your medical records according to laws, 

as well as in care discussions, examinations, and treatments and the right to see or get a copy 

of your medical records except those records restricted by law. 

 

8. You may request for an escort during physical examinations. 

 

9. You have the right to be represented by someone (assignee) to decide on your behalf when 

the 10. circumstances warrant. 

 

10. You have the right to ask about and be informed of the complaint process and express 

grievances without fear of recrimination or reprisal. You are encouraged to speak directly to 

the health care provider involved in your care. 
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2. PATIENT CARE 

Strengthening the capacity of LGU of Measles Outbreak in identifying potentials Measles Outbreak 

That the LGU shall implement the following mechanism as mandated in the DOH AO 2014-0039 the 

following mechanism as stated. 
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Adoption of Guidelines on Philippine Integrated Disease Surveillance and Response (PIDSR) 

That the LGU shall implement the DOH AO 2021-0057 to efficiently implement EDCS, ESR, 

established ESU with dedicated team as seen in the specific guidelines as well as informed the LGU 

headed by the LCE of the status of reported events as well as DM 2012-0163 on Guidance on Taking, 

Using and Disseminating Visual Recordings of Cases Included in PIDSR Disease under Surveillance 
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GUIDELINES ON THE SURVEILLANCE AND MANAGEMENT OF AEFI 

That the LGU shall implement the following as mandated in the DOH 2023-0007 the following 

implementing guidelines as stated to conduct a standardized, efficient and responsible actions on aefi 

following NIP. 
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GUIDELINES ON THE IMPLEMENTATION OF HAND, FOOT AND MOUTH DISEASE 

SURVEILLANCE, CLINICAL MANAGEMENT AND PREVENTIVE MEASURES 

That LGU shall implement the following as mandated in the DM 2020 2023-0097 on HFMD disease 

surveillance, clinical management and preventive measures as such: 
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GUIDELINES ON THE IMPLEMENTATION OF MONKEY POX SURVEILLANCE, 

SCREENING, MANAGEMENT AND INFECTION CONTROL 

 

The LGU will adopt and implement the following guidelines as reflected in the DM 2022-0220 in 

order to pro-actively disseminate, prevent and cut off transmission through prompt referral to Health 

Units 
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3. LEADERSHIP & MANAGEMENT-No Entry 

4. HUMAN RESOURCE MANAGEMENT-No entry 

5. INFORMATION MANAGEMENT 

GUIDELINES IN ADOPTING PROOF OF SUBMISSION TO THE NATIONAL DATABASE 

HUMAN RESOURCES FOR HEALTH INFORMATION (NDHRHIS) BY DOH 

REGULATED HEALTH FACILITIES 

The LGU specifically will adopt Department Circular 2022—0492 in order to strengthen the data 

collection system concerning human health resources and be used as reliable database to guide RHU 

personnel 

STRENGHTENING OF THE IMPLEMENTATION AND MONITORING OF THE 

INTEGRATED CLINIC INFORMATION SYSTEM (iClinicSys) 

 The LGU shall adopt the iClinicSys is an advanced electronic medical record (EMR) system 

utilized by the Department of Health. It is a comprehensive and efficient software solution designed to 

streamline and enhance the management of medical records and patient information in healthcare 

facilities. iClinicSys offers a wide range of features and functionalities that facilitate the seamless 

storage, retrieval, and analysis of patient data. 

 With iClinicSys, healthcare professionals can securely store and access patient records, 

including medical history, diagnosis, treatment plans, and test results. The system ensures data 

accuracy and integrity, reducing the risk of errors and enabling healthcare providers to make informed 

decisions based on reliable information. It also allows for easy collaboration and communication 

among healthcare teams, promoting efficient and coordinated care. 

 One of the key advantages of iClinicSys is its user-friendly interface, which simplifies the 

process of documenting patient encounters, ordering tests, and generating reports. The system 

supports customization, enabling healthcare organizations to adapt it to their specific workflows and 

requirements. 

 Furthermore, iClinicSys incorporates robust security measures to protect patient 

confidentiality and comply with data privacy regulations. It employs encryption, access controls, and 

audit trails to safeguard sensitive information, providing peace of mind to both patients and healthcare 

providers. 

 In summary, iClinicSys serves as a valuable tool for the Department of Health, enabling 

healthcare professionals to efficiently manage and access patient records, enhance communication and 

collaboration, and ultimately deliver high-quality care. 
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GUIDELINE ON ADOPTION OF ICLINICSYS FOR FHSIS REPORTING 

The LGU shall adopt the use of FHSIS on iClinicsys in order to digitize inorder to have patients 

records accessible throughout province wide 

GUIDELINES IN ADOPTING THE NATIONAL ARCHIVES OF THE PHILIPPINES 

CIRCULAR NO.2 ENTITLED “GUIDELINES ON THE DISPOSAL OF VALUELESS 

RECORDS IN GOVERNMENT, RECORDS DISPOSITION SCHEDULES AND 

TEMPLATES 

1. Purpose The purpose of this policy is to outline the adoption and implementation of the 

National Archives of the Philippines (NAP) Circular No. 2 on the Disposal of Value Less 

Records within RHU. This policy aims to establish guidelines and procedures for the efficient 

and systematic disposal of records that no longer hold any significant value, while ensuring 

compliance with legal and regulatory requirements. 

2. Scope This policy applies to all departments, divisions, units, and employees of RHU] who 

handle or manage records in any format, including but not limited to physical documents, 

electronic files, audiovisual materials, and other relevant media. 

3. Definitions  

3.1. National Archives of the Philippines (NAP): The national agency responsible for the 

preservation, management, and disposal of public records in the Philippines. 

 3.2. Disposal: The process of removing records from the active files and determining their a

 appropriate disposition, which may include destruction, transfer, or permanent preservation. 

3.3. Value Less Records: Records that have no enduring administrative, legal, fiscal, research, 

or historical value, as determined by the NAP guidelines. 

 

4. Policy Statement  

4.1. [Organization Name] recognizes the importance of efficient records management and 

acknowledges the authority and expertise of the National Archives of the Philippines in 

matters related to the disposal of value less records. 

 

4.2. RHU shall adopt and adhere to the guidelines outlined in the National Archives of the 

Philippines Circular No. 2 on the Disposal of Value Less Records for all records under its 

custody. 

 

4.3. All departments and employees of RHU shall cooperate and comply with the procedures 

established by the NAP for the disposal of value less records. 

5. Responsibilities  

5.1. National Archives of the Philippines (NAP)  

 5.1.1. The NAP shall provide guidance, training, and support to [Organization Name] 

in  implementing the Circular No. 2 on the Disposal of Value Less Records.  

 5.1.2. The NAP shall periodically update its guidelines and provide necessary 

 notifications to [RHU]  regarding any changes or amendments. 

 

5.2. RHU  

 5.2.1. The designated Records Management Officer or department shall oversee the 

 implementation of the NAP Circular No. 2 within RHU.  

 5.2.2. The Records Management Officer shall coordinate with the NAP and ensure 

that  all employees are aware of and trained on the guidelines for the disposal of value less 

 records.  

 5.2.3. Each department and employee shall be responsible for identifying, 

segregating,  and submitting value less records to the Records Management Officer for 

proper disposal  in accordance with the NAP guidelines. 
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6. Procedures  

6.1. Identification of Value Less Records  

 6.1.1. Each department shall regularly assess their records and identify those that 

have no  enduring administrative, legal, fiscal, research, or historical value.  

 6.1.2. The Records Management Officer shall provide guidance and training to 

 department heads and employees on identifying value less records. 

 

6.2. Segregation and Submission  

 6.2.1. Departments shall segregate the identified value less records from active files 

and  ensure they are properly labeled or tagged for disposal.  

 6.2.2. The Records Management Officer shall establish a centralized location for the 

 collection and temporary storage of value less records. 

 

6.3. Disposal Methods  

 6.3.1. Destruction: Value less records shall be securely destroyed through appropriate 

 methods, such as shredding, pulping, or incineration, 
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6. SAFE PRACTICE AND ENVIRONMENT  

 

 

ADOPTION OF GUIDELINES FOR INCLUSION OF CORONA VIRUS ON THE LIST OF 

NOTIFIABLE DISEASES FOR MANDATORY REPORTING TO DOH 
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POLICY ON ADOPTING THE 2008 LIST OF NOTIFIABLE DISEASE, SYNDROME AND 

HEALTH RELATED EVENTS AND CONDITIONS 

 

 

The LGU shall adopt the following as per AO no. 2008-0009 specifically on the following: 
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7. IMPROVING PERFORMANCE – No Entry 

8. PHYSICAL PLANT – No Entry 
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9. PUBLIC ACCESS TO PRICE INFORMATION 

 

ADOPTING THE GUIDELINES ON PUBLIC ACCESS TO PRICE INFORMATION 

OF ALL HEALTH SERVICES AND ITS CURRENT ASSESSMENT TOOLS TO 

MONITOR FOR COMPLIANCE WITH AO NO. 2021-0008 ON PUBLIC ACCESS 

TO PRICE INFORMATION OF THE HEALTH SERVICES AND GOODS IN HF 
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