
 

 
 
 
 
 
 
 
 
 
 
 
General Procedure in the Legal Unit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
Indorsement/Referral of Administrative Complaint 
a. Teaching Personnel 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Start 

Records Officer receives and records 
the complaint 

Legal Officer evaluates the complaint 

The secretary of the SD prepares an 
indorsement letter/transmittal of the 

complaint 

The SDS approves and signs the 
indorsement letter/transmittal 

The Secretary of the SDS forwards the 
signed indorsement letter/transmittal 

to the Regional Office 

End 



 

 
 
 
 
 
 
 
 
 
 
 
b. Non-teaching Personnel 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Start 

The secretary of the SD prepares an 
indorsement letter/transmittal of the 

complaint 

The SDS approves and signs the 
indorsement letter/transmittal 

The Secretary of the SDS forwards the 
signed indorsement letter/transmittal 

to the Regional Office 

End 



 

 
 
 
 
 
 
 
 
 
 
 
Submission of Consolidated Reports on Incidents of Child Protection Cases 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Start 

Drafting of the Division Memorandum re: Submission of 
consolidated reports on incidents of Child Abuse 

Legal Officer evaluates the complaint 

The secretary of the SD prepares an 
indorsement letter/transmittal of the 

complaint 

The SDS approves and signs the 
indorsement letter/transmittal 

The Secretary of the SDS forwards the 
signed indorsement letter/transmittal 

to the Regional Office 

End 
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