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Municipal Health Office 
 

C I T I Z E N’ S  C H A R T E R 
MENTAL HEALTH DEPARTMENT 

 
Mental Health is a state of well-being where individuals can realize their potenƟal, cope with 
stresses of life, work producƟvely, and contribute to their community. Mental Health 
Department offers service where a mental health professional, the consultant, provides 
guidance and support to individuals or groups (consultees) to address mental health concerns or 
improve overall well-being. 
OFFICE MUNICIPAL HEALTH OFFICE – Mental Health Department 
CLASSIFICATION Highly Technical 
TYPE OF TRANSACTION G2C- Government to CiƟzen 

G2G- Government to Government 
WHO MAY AVAIL All Clients Requiring Psychosocial and Psychological 

IntervenƟons 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Referral/Endorsement form from 
Barangay Health StaƟon (BHS) 

RequesƟng Midwife assigned in the Barangay Health 
StaƟon or AƩending Physician 

(Psychiatrist/Psychologist) 
Individual PaƟent Record  Barangay Health StaƟon through Midwife/BHW 
Previous perƟnent Documents 
and Medical Records of 
CondiƟon/Illness 

AƩending Physician (Psychiatrist/Psychologist) 

Referral form Referring Hospital/Agency (if applicable) 
 

CLIENT STEPS AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
REPONSIBLE 

1.Present the 
Referral/Endorsement 
form together with 
the Individual PaƟent 
Record  

1. Secure Clients privacy, 
accompany in the 
Counseling Room, secure 
consent forms the client 
and/or the companion 

None  5 minutes Mental Health 
Coordinator  

2. State Client and 
Companion Name 
and other personal 
details 

2. Establish Rapport and 
Trust to engage in the 
ConsultaƟon/Counseling 
process 

None  10 – 15 
minutes 

Mental Health 
Coordinator 

3. Provide personal 
details of present 
illness including past 

3. Present interests in what 
they are conveying, take 
note of the details that are 
significant in the 

None 20 – 30 
minutes 

Mental Health 
Coordinator 
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history of medical 
condiƟon 

consultaƟon/counseling 
process 

4. Provide personal 
history to which 
Client Manifest 
Symptom/Unusual 
Behavior 

4. Record client’s history of 
the first unusual behavior, 
acƟons taken by the Family 
and or the Caregiver. 

None 15 – 20 
minutes 

Mental Health 
Coordinator 

5. Referral to the 
Doctor 

5. Refer Client to the Doctor 
wait for further instrucƟon 
and other important notes  

None 5 minutes Mental Health 
Coordinator 
and Doctor 

6. Obtain prescribed 
meds. 

6. Obtain psychoƟc drugs 
and other prescribed drugs 
from the Pharmacy 

None 10 minutes Mental Health 
Coordinator, 

Pharmacist and 
Doctor 

 7. instruct the Client about 
the proper intake of 
medicaƟon, and follow up 
consultaƟon. 

None 5 minutes 
 

Mental Health 
Coordinator 

END OF 
TRANSCATION  

TOTAL N/A 1 HR. AND 
30 MINUTES 

 

 


