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1. Request for Emergency Medical Services with Urgency 
 

Emergency medical service is the provision of immediate medical assistance to any 

person with either a minor or serious illness or injury, with care provided to save life. 

 

Office or Division: Office of the City Disaster Risk Reduction Management Officer 

Classification: Simple 

Type of Transaction: Government to Client/ Government to Business/ Government to Government 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Any Valid ID / Proof of Residency 

 
To be provided by client 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSIN

G TIME 
PERSON RESPONSIBLE 

1. Call hotline number  
(044) 815-0404 
(relative or concerned 
citizen) 
 
OR  
 
Go to Meycauayan 
Operation Center at 
Meycauayan 
Convention Center, 
Poblacion (relative or 
concerned citizen) 

1.1 Answer 
emergency call, 
assess the case and 
coordinate to 
responder on duty 

None 5  mins Team Leader on duty 

  Team Alpha-Paolo Inocencio  

  Team Bravo-Ernie Catindig 

  Team Charlie-Moneth Abraham  

  Team Delta-Marifel Holandez  

 
City Disaster Risk Reduction 
Management Office 

 1.2 Dispatch of 
responder and 
ambulance. (Prepare 
and wear PPEs then 
proceed to the 
emergency location) 

None 15 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
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TEAM DELTA Morning Shift 

Marifel Holandez  (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

2.A Receive First Aid 
Treatment  

2.1 Assessment of 

patient 

a. Give first aid 

treatment  

( for emergency 
cases) 

None 20 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

2.B Proceed to the 

nearest hospital( if 

further medical 

attention is needed 

*For emergency and 

life threatening cases  

2.2 Endorse to 

hospital  

if further medical 

attention is needed 

 

 

None 10 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 

Lirio Encarnado (Responder) 

Mark Anthony Legaspi (Responder) 

Ariel Lucero (Responder) 

Jonathan Lestones (Ambulance 

Driver) 

 

TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 

Neil Quiachon (Responder) 

Ma. Gracita Pino (Responder) 

Alberto Saligumba (Responder) 
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Roberto Andaya (Ambulance Driver) 

Ferdinand Balatbat (Ambulance 

Driver) 

 

TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 

Jose Niño Cavas (Responder) 

Rod Carlo Temblique (Responder) 

Redentor Hong (Ambulance Driver) 

Francisco Jorge (Ambulance Driver) 

 

TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 

Jonathan Ramos (Responder) 

Abelardo San Jose (Responder) 

Gamalier Ledonio (Ambulance Driver) 

Edwin Manalo (Ambulance Driver) 

Jomar Orcales (Ambulance Driver) 

 
City Disaster Risk Reduction 
Management Office 
 

2.C If not life-
threatening, transfer 
the patient to their 
hospital of choice 

2.3 Conduct to 
hospital of choice 

None 45 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 
City Disaster Risk Reduction 
Management Office 

 TOTAL None 1 hour & 35 
minutes 
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2.  Request for Transportation Service (Patient Transport)     
 
Transportation Service  is the  provision of travel assistance to a person/patient  who has difficulties (physical 

or cognitive ) using  regular vehicular transportation, to and from medical facilities in non-emergency 

situations. It is typically provided to a patient who needs to be transferred to a facility that can provide a 

higher or more specialized level of care through emergency services. 
 

The objective is maintaining the continuity of medical care.  The transfer of sick patient may induce 
various physiological alterations which may adversely affect prognosis of the patient.  

 

Office or Division: Office of the City Disaster Risk Reduction Management Officer 

Classification: Simple 

Type of Transaction: Government to Client/ Government to Business/ Government to Government 

Who may avail: General Public   

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Any Valid ID/Proof of Residency To be provided by client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

A.  Patient Transport with  Medical Responders ) 

1.  Call hotline (044 -

815-04-04) or submit 

letter of request 

 

          

Walk-in 

 

 

 

 

1.1 Answer emergency 

call, assess the case 

and coordinate to 

responder on duty 

1.2 Review/receive 

letter request and 

forward to the 

DRRMO Head for 

approval 

1.3 Prepare issue and 

approval slip for 

signature of the 

DRRMO Head 

 

None 5 mins Team Leader on duty 

  Team Alpha-Paolo Inocencio  

   Team Bravo-Ernie Catindig 

   Team Charlie-Moneth Abraham  

   Team Delta-Marifel Holandez 

 

Remedios Altoveros 

Senior Admin Assistant 

 

Cirilo O. Delos Santos 

CGDH1 – LDRRMO 

 

City Disaster Risk Reduction 

Management Office 

2. Approved request   2.2 Dispatch responders 
and ambulance with the 
memo/dispatch order 
approval 

None 15 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
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TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

3. Assessment and 
interview 

3.1 Assessment of 
Patient 

None 15 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

 3.2 Transfer/Endorse 
patient to  requested  
hospital  

None 45 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
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Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 
City Disaster Risk Reduction 
Management Office 

 TOTAL None 1 hour &  

20 minutes 
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3. Request for Emergency Medical Services (for Standby Medic) 
 
Medical standby is the provision of emergency medical care and first aid for participants and/or spectators 

in a pre-planned event. 
 

Office or Division: Office of the City Disaster Risk Reduction Management Officer  

Classification: Simple 

Type of Transaction: Government to Client/ Government to Business/ Government to Government 

Who may avail: General Public  / All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Valid ID /Proof of Residency  

and letter of request 

To be provided by client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Submit request 
letter 

1. Receive the request 
letter  

None 3 mins Remedios Altoveros 
Sr. Admin Asst. I 

 

2. Submit the letter to 
mayor’s Office for 
approval 

None 3 mins Irineo Resurreccion 
Designated Liaison Staff 

3. Process the request None 1day Office Staff 
Mayor’s Office 

 

4. Setting up of schedule 
for issuance of 
Memo/Dispatch Order of 
CDRRMO 

None 5 mins Criselda Abilon 
Admin Officer I 

5.Issue Memo /Dispatch 
Order 

None 3 mins Cirilo O. Delos Santos 
CGDH1 – LDRRMO 

 
City Disaster Risk Reduction 

Management Office 
 

2.  Confirm schedule 
and event 

6.  Inform the client for 
the approved request 

None 5 mins Remedios Altoveros 
(Sr. Admin Asst I) 

 

3.  Coordinate with 
Medic on site 

7. Dispatch stand by 
Medic 

None Depends upon 
the period of 

events 

TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi (Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
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TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique (Responder) 
Redentor Hong (Ambulance Driver) 
Francisco Jorge (Ambulance Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance Driver) 
Jomar Orcales (Ambulance Driver) 
 

City Disaster Risk Reduction 
Management Office 

 TOTAL None 1 day &  

19 minutes 

 

 

 

4. Request for Search & Rescue Assistance with urgency 
 
Search and Rescue (SAR) is the search for and provision of aid to people who are in distress or imminent 

danger. The general field of search and rescue includes many specialty sub-fields, typically determined by 

the type of terrain the search is conducted over. It is a technical activity rendered by a group of specially 

trained personnel, who rescue and attend to the casualties under adverse conditions, where life is at threat. 

Search and rescue is organized in close cooperation with the community and in a team approach. 

 
Office or Division: Office of the City Disaster Risk Reduction Management Officer 

Classification: Simple 

Type of Transaction: Government to Client/ Government to Business/ Government to Government 

Who may avail: General Public  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

Phone calls or radio call or personal request 

 

To be provided by client 

 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Call hotline  
( 044 -815-04-04) 
Walk-in 

1.1 Answer emergency call, 
assess the case  

None 5 minutes Team Leader on duty 

 Team Alpha-Paolo Inocencio  
  Team Bravo-Ernie Catindig 
  Team Charlie-Moneth Abraham  
  Team Delta-Marifel Holandez 
 
City Disaster Risk Reduction 
Management Office 
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 1.2 Refer to Dept. Head for 
approval  

None 5 minutes Team Leader on duty 

 Team Alpha-Paolo Inocencio  
  Team Bravo-Ernie Catindig 
  Team Charlie-Moneth Abraham  
  Team Delta-Marifel Holandez 
 
City Disaster Risk Reduction 
Management Office 
 

 1.3  Issuance of Memo/ 
Dispatch Order 

None 3 minutes Cirilo O. Delos Santos 
CGDH1 – LDRRMO 
City Disaster Risk Reduction 
Management Office 
 

 1.4  Preparation of 
equipment/ Dispatch 
responders and 
ambulance/rescue vehicle 

None 15 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 

2.  Provide information 
in triage 

2.1  Scene size-up 
-Assessment of scene  
( Triaging) 
-Needed resources 
-# of patients  

None 5mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
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Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

Provides assistance if 
needed during Search 
& Rescue 

2.2 Starts of Search & 
rescue operation 
 
2.3a First Aid Treatment if 
needed 
 
2.3b Management of the 
dead and Missing  
( in coordination with CHO) 

None Depends on 
situation 

TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
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Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

 2.3c.1  Endorse tox hospital  
and provide  Medical 
Transport  if further medical 
attention is needed 
For emergency and life 
threatening case 

None 5 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
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Jomar Orcales (Ambulance 
Driver) 
 
City Disaster Risk Reduction 
Management Office 

 2.3.c.2 If not life threatening 
request to conduct at 
hospital of choice or 
conduct at residence upon 
signing waiver 

None 10 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
City Disaster Risk Reduction 
Management Office 

 TOTAL None 48 minutes  
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5. Request for Search and Rescue – Extended Service to other LGU 

Extending Search & Rescue Services to other LGU needing assistance or support in providing aid to 
people who are in distress or imminent danger.  

 
Office or Division: Office of the City Disaster Risk Reduction Management Officer 

Classification: Simple 

Type of Transaction: Government to Client/ Government to Business/ Government to Government 

Who may avail: General Public  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

Phone calls or radio call or personal request 

 

To be provided by client 

 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Call hotline  
(044 -815-04-04) 
 
Augmentation to other 
LGUs 

1.1 Answer emergency call,   
(Taking note of call details) 

None 10 mins Team Leader on duty 

 Team Alpha-Paolo Inocencio  
  Team Bravo-Ernie Catindig 
  Team Charlie-Moneth Abraham  
  Team Delta-Marifel Holandez 
 
City Disaster Risk Reduction 
Management Office 
 

 1.2 Coordinate to Mayor’s 
Office before the operation 
for approval 

None 5 mins Cirilo O. Delos Santos 
CGDH1 – LDRRMO 
City Disaster Risk Reduction 
Management Office 
 

 1.3 Issuance of 
Memo/Dispatch Order 

None 3 minutes 

2. Preparation for 
augmentation 

2.1 Preparation of 
equipment for operations 
Dispatch responders and 
ambulance/rescue vehicle 

None 30 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
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Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

3. Actual assessment of 
situation 
 

3.1 Scene size up 
-Coordination on 
responsible officials on the 
grounds 
- Assessment of the scene 
-Plans of engagement 

None 10 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
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City Disaster Risk Reduction 
Management Office 
 

4.  Management 4.1 Start of search and 
rescue operation 
 
First Aid Treatment 
Management of the Dead & 
Missing.  

None Depends on the 
situation 

TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
 
TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ariel Jimenez (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Pascual Camana (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
 
City Disaster Risk Reduction 
Management Office 
 
 

5.  Medical Transport 5.1 Endorse to the hospital None 5 mins TEAM ALPHA Night Shift 

Paolo Inocencio (Team Leader) 
Lirio Encarnado (Responder) 
Mark Anthony Legaspi 
(Responder) 
Ariel Lucero (Responder) 
Jonathan Lestones (Ambulance 
Driver) 
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TEAM BRAVO Night Shift 

Ernie Catindig (Team Leader) 
Neil Quiachon (Responder) 
Ma. Gracita Pino (Responder) 
Alberto Saligumba (Responder) 
Roberto Andaya (Ambulance 
Driver) 
Ferdinand Balatbat (Ambulance 
Driver) 
 
TEAM CHARLIE Morning Shift 

Moneth Abraham (Team Leader) 
Jose Niño Cavas (Responder) 
Rod Carlo Temblique 
(Responder) 
Redentor Hong (Ambulance 
Driver) 
Francisco Jorge (Ambulance 
Driver) 
 
TEAM DELTA Morning Shift 

Marifel Holandez (Team Leader) 
Jonathan Ramos (Responder) 
Abelardo San Jose (Responder) 
Gamalier Ledonio (Ambulance 
Driver) 
Edwin Manalo (Ambulance 
Driver) 
Jomar Orcales (Ambulance 
Driver) 
 
City Disaster Risk Reduction 
Management Office 
 

 TOTAL None 1 hour & 3 
minutes 
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6. Request for Training 
 

Organize, train, equip and supervise the local emergency response teams, ensuring that the humanitarian 

aid workers are equipped with basic skills. 
 

Office or Division: Office of the City Disaster Risk Reduction Management Officer 

Classification: Simple 

Type of Transaction: Government to Client/ Government to Business/ Government to Government 

Who may avail: General Public  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request To be provided by client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1.Submit request letter 

1.1 Receive the 
request letter. 

None 3 mins. 

Remedios Altoveros 
Sr. Admin Asst. I 
City Disaster Risk Reduction 
Management Office 

1.2 Submit to Mayor’s 
Office for approval 

None 3 mins 

Irineo Resurreccion 
Designated Liaison Staff 
City Disaster Risk Reduction 
Management Office 

2. Wait for the approval 
of the request 

2.1 Process the 
request 

None 1 day 
Office Staff 
Mayor’s Office 

 

2.2 Coordinate with 
the requesting office/ 
barangay for the 
details of the training  

None 30 mins 

Elvin John Roxas 
Nurse I/Training Head 
City Disaster Risk Reduction 
Management Office 

 

2.3 Prepare the 
training materials and 
supplies 
 
Assign training team  

None 1 day 

Elvin John Roxas 
Nurse I/Training Head 
 

Cirilo O. Delos Santos 
CGDH1 – LDRRMO 
 

City Disaster Risk Reduction 
Management Office 

 
2.4 Issuance of 
Memo /Travel Order 

None 5 mins 

Cirilo O. Delos Santos 
CGDH1 – LDRRMO 
City Disaster Risk Reduction 
Management Office 
 

3.  Attend the training 
requested 

3.1 Conduct the 
training as requested 

None 
Depends on 
requested 

training 

Training Team 
Cirilo O. Delos Santos CGDH1 - 
LDRRMO 
Elvin John Roxas - Nurse I 
Criselda Abilon - Admin Off. I 
Jacqueline I. Silva –DRRMO I 
Neil C. Quiachon  
Moneth Abraham 
Marifel Holandez 
Paolo Inocencio 
City Disaster Risk Reduction 
Management Office 

 TOTAL None 
2 days & 41 

minutes 
 


