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Division Public Assistance  Action Center 
Process Flow

Handling Issues, Concerns, Complaints, Requests, and Inquiries 

Received from PAS-PAAC, RPAC/CAR PAU, Hotline 8888, & CCB  

Start

 AO -IV Forwards to the Schools 

Division Superintendent (SDS)

 SDS Routes the Concern to the 

DPAC 

DPAC 

Reviews and 

Evaluates 

the Concern

 DPAC Prepares and 

Forwards  Response to 

SDS

 DPAC Refers to 

PSDS/Concerned 

Office/ Personnel

 SDS Reviews & Approves 

the Response 

 DPAC Mon itors Progress 

• Track status

 • Follow up

• Coordinate

• Send reminders 

End

 Records Section -AO IV Receives 

Issues/Concerns/Complaints

Concern is directly 

addressable
Action by another 

office is required

 PSDS/Concerned Office/Personnel Submits Response to 

DPAC within the required deadline

 DPAC Reviews  the Response and Prepares Transmittal for 

SDS Approval  

 SDS Approves the Response  and Signs the Transmittal

 DPAC Transmits the Approved Response thru the 

Records Section

• To the Complainant 

• To the Referring Office (PAS -PAAC, RPAC /CAR PAU , Hotline 8888 ,

     and CCB) 

 DPAC Monitors Status and Awaits Official Closure  from the 

Referring Office, when applicable  

 DPAC Updates the Monitoring Log, with the Status Marked as 

"Closed"
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