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OFFICES

. Labor Attache Office
. Conference Room

. Command Center

. Bahay Kalinga (BK]

. Welfare Officers

. Translafors

. E-CARES
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Second Floor Offices:
POLO Building No 5

OFF'CES OPEN SPACE “1;0%
1. Supervising Welfare Officer

2. Welfare Officer Office
3. Translator Office
4. Case Officer Office
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Verification Unit

Document Requirements
and
Process Flow Chart




Process Flow for the

Compliance 2

Incomplete Documents
Clear suspensions
Clarification from the FRA

Pre-Evaluator will inform via email
the FRA/SRA of the lacking
documents for compliance

Suspensions from Welfare
Case Officers and Comm
Notice of Denial

SRA/FRA to appeal within 15 days to
submit a letter of reconsideration

Others

Verification Unit

Submit Requirement at
Window 3 or 4

Compliance 1

Pre-evaluate Compliance 1

submitted
document

* Incomplete Documents
» Expire Certificates
* Blurred Document / Photos
« Suspensions from Welfare Officers,
Case Officers and Command
Center
Others

Compliance 2

Accept at window

Evaluator

Compliance 3

Officers,

Labor Aftaché
and

Compliance 3

For Signature

* Incomplete Documents

» Clarification from the FRA

» Pre-Evaluator will inform via email
the FRA/SRA of the lacking
documents for compliance

+ Recommend on site inspection

* interviews

+ Ofthers

Stamping
/Certification

Payment
at Window 3 or 4

Release
at Window 3 or 4




Compliance 1

* Incomplete Documents

« Suspensions from Welfare Officers,
Case Officers and Command
Center

» Unauthorized Signatories

* Wrong Translation of Documents

+ Fake Photos of Accommodation
facilities

» Expire Certificates

« Blurred Document / Photos

+ Others

Compliance 3

* Incomplete Documents

» Clarification from the FRA/
SRA

* Others

Verification Unit

Process Flow of

Submit Requirement at
Window 3 or 4

Compliance 1

Pre-evaluate
submitted
document

Compliance 2

Incomplete Documents

» Clarification from the FRA/SRA

» Unauthorized Signatories

» Verification/Calling Existing Worker
* Management
 Salary
+ Accommodation

* Wrong Translation of Documents

* Fake Photos of Accommodation
facilities

+ Suspensions from Welfare Officers,
Case Officers and Command
Center

Accept at window Compliance 2

Evaluator

Compliance 3

Labor Aftaché

For Signature

Notice of Denial via email if
incomplete

+ SRA/FRA to appeal within 15 days to
submit a letter of reconsideration

Others

Stamping

Payment
at Window 3 or 4

Release
at Window 3 or 4



Verification Unit

Process Flow for the

Submit Requirement at
Window 3 or 4

Compliance 1

Compliance 1
Pre-evaluate
submitted

» Suspensions from Welfare Officers,
Case Officers and Command Center

document

o Ofhers

Accept at window at
Window 3 or 4

Payment Compliance 2
Compliance 2

SIEITRING Counter-check Lists/individual
confract

Distribute to the Wrong Employer Name
Authorized Signatories Wrong Philippine Recruitment
Agency
Wrong spelling of Workers Name
(Counter-check Contract
/Passport)
Counter-check Visa (Wrong visa
Release attached/Used visa attached)

at Window 3 or 4 Others

Evaluator
(Authorized Signatories)




Verification Unit

Requirement and Process Flow of

/Submission of New HSW Coniract @ Window 3 or 4

e Lists of HSW
e Individual Conftract

e Addendum to the contract

e Contingency Plan
e Special Power of Aftorney
e Passport copy of the worker
 Hawiya/lgama of the employer
e National Address of the employer
e Visa of the worker

\_

Standard Employment for Various Skills (with Addendum
Undertaking ) can be downloaded at o)fe



Verification Unit

Steps on Requirements from POEA for

(7) to ten ( 10) working days, upon determination of the
tness of the said documents.

uments are deemed incomplete and incorrect, the POLO will issue
Notice of Denial applicant principal/employer. A letter of reconsideration may be
15 days from the receipt of the Notice of Denial, stating the
on.

2cides to conduct a jobsite visit and/or interview, the

mentioned process cyc
visit and/or interview.

shall require the payment of the verification fee and shall release
n documents

Payment: fee whether through cash or elecironic payment upon approval



Job Order / Accreditation Policy Requirements

ission of Job Order and SRA Accreditation
ay, Tuesday and Wednesday)

sing (Sunday-Wednesday)

ff fime until 2:30PM No Exception
Numbering System (0-99 cycle)
hiracts per week

Kk releasing of Contract after submission

-‘\\




Verification Unit
EX|ST|NG Requirement of

Check Lists:

d Sample Standard Employment Contract (Master or Individual Contract)
1ct

ration
redited translation office, 3 Month Validity)
RA Manager

e Recruitment Agency

er/Manager
Rules for HSWs Reform Package

Required for Renewal) *Optional
d Outside) Colored
ing Room, Bedroom, Comfort Room and Kitchen)




Verification Unit
NeWw Requirement of
Check Lists:

2. Job Order/Demand Letter
3. Recruitment Agreement or Special Power of Attorney (SPA)

4. Sample SPA for HSW Contract and Sample Standard Employment Contract (Master or Indi

* Master Employment Contract, POLO is awaiting issuance revised format from POEA

= 5.a. Addendum to the contract

Hidl Contract)

ranslation office, 3 Month Validity)
1ger
itment Agency

ager
r HSWs Reform Package

1 for Renewal)
le) Colored
m, Bedroom, Comfort Room and Kitchen)
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A\NP)IP)FFLO) )| AN B ir-s1207 oo f Accreditation / House Hold Worker

Undertaking by the principal/FPA/FRA and the LRA to monitor the employment of OFWs and to submit a
report of significant incidents concerning OFWs;

roof of escrow deposit for specific occupations
For Staffing/Outsourcing Company, the following shall be attached to the JO/SRA/Mega:

Manpower demand from client companies in support of JO to LRA.
List of clients;

Service Agreement. A Service Agreement is an agreement executed by and between the foreign
employer and the FPA/FRA as may be applicable




Monitoring of New HSW/ Workers

Status Report: Direct Monitoring of POLO to Worker / Indirect
Monitoring from SRA

e After 1 month arrival of worker

(Call worker: ask if given personal hygiene, good sleeping quarter, Mobile
and Contact number/Temporary)

Months

be issued Igama by the employer, Mobile and

* No Status Report, No Acceptance/ Processing of SRA Renewal/Additional
Accreditation




Monitoring of New HSW/ Workers

Status Report (SRA):

CUSTOMER FOLLOW UP

Employer Name 1st Month | The Caller | 3rd month After a year
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Verification Unit

Exisﬁng Requirement of
Existing Check List:

aster or Individual Contract)

dividual Contract

n)

ation

credited franslation office) 3 Month Validity
1lth Sector)

OE/HR Manager

Sector)
)

d Outside) Colored / Lease Agreement for the Accommodation
ng Room, Bedroom, Comfort Room and Kitchen)




Verification Unit

NeWw Requirement of
Check List

2. Job Order/Demand Letter
3. Special Power of Attorney (SPA) or Recruitment Agreement
4. Standard Employment Contract (Master or Individual Contract)

Contract

ith English translation from accredited translation office) 3 Month Validity

tor)
anager

de) Colored
m, Bedroom, Comfort Room and Kitchen) /
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ANPIPIFFLO) )\ | AN ideie U=z < f Job Order / Skilled Worker

Proof of escrow deposit for specific occupations

dertaking by the principal/FPA/FRA and the LRA to monitor the employment of OFWs and to submit a
report of significant incidents concerning OFWs;

For Staffing/Outsourcing Company, the following shall be attached to the JO:

Manpower demand from client companies in support of JO to LRA.
List of clients

Service Agreement. A Service Agreement is an agreement executed by and between the foreign
employer and the FPA/FRA as may be applicable

it or Interview. For first ime applicants, the Labor Attaché may require the submission of
he worksite and accommodahon of the workers or the conduci of jobsﬂe visit or




Verification Unit

Additional Requirements from POEA for

f the accreditation documents, subject to compliance by the

s if there are any. The POLO shall verify the accreditation documents
working days, upon determination of the completeness and
uments.

es o conduct a jobsite visit and/or interview, the above-mentioned
2 suspended and will continue only after the jobsite visit and/or

all require the payment of the verification fee and shall release the
ments

2e whether through cash or electronic payment upon approval of the







Welfare Office / Case Officer / Command Center Policy:

SRA with ward/s at Bahay Kalinga (BK) or Suspensions for clearance ///

e Written statement of worker as to current status
* Police Case (Case update and Undertaking from SRA)

e Labor Case and/or Huroob case (Case update and Undertaking
from SRA)

e BK ward (Ticket/Exit Visa, Repatriation)
* Run Away

= Best effort by SRA in locating the whereabouts of the Run-
Away worker and his/her current Employer.

= 3 months period required to locate OFW and communicate
with Next of Kin (NOK) by the Liaison Officer, SRA Welfare
Officer and/or the SRA Owner/Manager.




%
/Job Order / Accreditation Policy Authorized by SRAs

% Liaison Officer
* A Liaison Officer can only represent Four (©) Foreign Recruitment Agency
e Conversant in the language understood by both the employer and the domestic worker:

A Foreign Liaison Officer of FRA/SRA can be employed as long as conversant in the
language understood by both the employer and the domestic worker (English and
Arabic)

% Welfare Officer / Welfare Desk Officer
* A Welfare Officer can only represent One (') FRA/SRA
e Must be a Filipino National

* A Filipino Welfare Officer must be a college graduate /Secondary Graduate and has at
least two (2) years experience in handling welfare cases involving OFWs.

%+ Clearance

e Clearances from the Welfare Officer, Case Officers and from Command Center before
accepting/ process of the Accreditation/Job Order.

\- No Clearance No Process Policy




STANDARD PAYMENT

2y 40 SAR . Special Power of Attorney 40 SAR
fract 120 SAR . Master Employment Contract 120 SAR
40 SAR . Recruitment Agreement 40 SAR

ion 40 SAR . Commercial Registration 40 SAR
40 SAR TOTAL 280 SAR
AL 320 SAR

ent Agreement
Power of Attorney




STANDARD PAYMENT

pecial Power of Attorney 40 SAR
act 40 SAR
e 40 SAR



STANDARD PAYMENT

New Hired House Service Worker

BALIK MANG

Worker

OowW



Saudi Recruitment Agency Status Information

POLO Database:

(Western Region, KSA)

s Authorization Letter and information, re: Liaison Officer

ion at Verification Unit

ice (Only 1 submitted Updated Authorization Liaison Officer)

axisting Mega Recruitment Companies are with suspension

SRA from the POEA Intra (Database)
om POEA Intra (Database)



LIAISON OFFICERS STATUS AUTHORIZED BY SOME SRAs

Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer
Liaison Officer

Liaison Officer

Liaison Officer
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Projected Processing anc
Verification of New HSW Cont
Consiruction Companies and
Recruitment Offices will star

7'h of Nov. 2022



OPEN FORUM

 Process Flow

« SRA Accreditation
- Job Order (SkiIIe
« Welfare Cases

« Others







