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the Author also hope that this Apprenticeship Report is useful for many parties in 
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CHAPTER I 

INTRODUCTION 
 

 

 

1.1  Background of the Apprenticeship 

Apprenticeship is a program for students to have work experience in an 

institution in accordance with the background of the department. This program is a 

combination of class learning and Apprenticeship to help students get recognized 

skills and qualifications. Skills and qualifications are provided for various career 

with various levels. Apprenticeship include beginner level, supervisor level, and 

level of manager. Each level of Apprenticeship trained by professionals and the 

time needed depends on the skills and abilities of Apprenticeship participants.  

The State Polytechnic of Bengkalis is the only State Polytechnic in Riau 

Province. The State Polytechnic of Bengkalis has a Diploma III and Diploma IV 

program. As a graduation requirement, the Apprenticeship and Undergraduate   

Thesis are two indicators that must be resolved by State Polytechnic of Bengkalis 

Students. Apprenticeship must be carried out in the fourth semester for Diploma III 

students and sixth semester for Diploma IV students. 

International Business Administration is one of the study programs in the 

department of Business Administration. Most of the International Business Admini-

stration Study Program is ready to have competence. First, the students of the 

International Business Administration Study Program must be able to communicate 

using English (oral and written). Second, able to manage, operate, and save office 

documents and equipment. Finally, understand about export and import documents. 

Apprenticeship program helps students to apply and meet competence.  

The Apprenticeship is carried out in the Central Luzon State University 

Infirmary through the Southeast Asian Program Student Exchange provided by 

SEA-TVET (Southeast Asian Technical Vocational Education and Training). 

Central Luzon State University is the one of the renowned and prestigious state 

institutions of higher learning in the country and straddles on a 658 hectare campus 

area. The number of students at Central Luzon State University is 10.000 students 
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consisting of Undergraduate Student, Master Degree Student, and Doctoral Student 

Program. 

Central Luzon State University Infirmary is one of facility in this campus and 

the best Infirmary that located in the Science City of Munoz, Nueva Ecija, 

Philippines. The main foundation of Central Luzon State University Infirmary is 

about the level of Patient satisfaction in getting better health services and higher 

income. The number of students that participating in this program at the Central 

Luzon State University are 21 students from several university in Asia, including: 

Muhammadiyah University of Ponorogo, State Polytechnic of Samarinda, State 

Polytechnic of Gorontalo, State Polytechnic of Bengkalis, State Polytechnic of 

Padang, Hunan Agricultural University, and Bogor Agricultural Institute. 

Placement of the Author during Apprenticeship is in the Record Administration 

section. 

The Author chose this program as the destination for the Apprenticeship 

because the Author hopes that through the implementation of this Apprenticeship 

program it can assist the Author in achieving this following targets: Improving work 

professional skills, expanding international relations, and improving personal 

branding. In addition, the Author future prospect through this Apprenticeship 

program is to become a director in a multinational company, a culinary and fashion 

businessman, and a content creator in mental healthy sector. 

1.2  Purpose of the Apprenticeship  

Apprenticeship is one of the requirements for State Polytechnic of Bengkalis 

students in completing their studies. To achieve the expected results, it is necessary 

to know the purpose of the Apprenticeship in the Central Luzon State University 

Infirmary are as follow: 

1. To know the kind of busines (the main tasks) of the Central Luzon State      

University Infirmary. 

2. To know the working process of the Central Luzon State University                  

Infirmary. 

3. To know documents used in the work process at the Central Luzon State     

University Infirmary. 
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4. To know the job description of the work field being handled at the Central 

Luzon State University Infirmary. 

5. To find out the system and work procedure used in the Central Luzon State 

University Infirmary. 

6. To find out the obstacle during implementation of Apprenticeship in the 

Central Luzon State University Infirmary. 

7. To find out the solutions in dealing with obstacle during implementation of 

Apprenticeship in the Central Luzon State University Infirmary. 

1.3 Significances of the Apprenticeship  

1.3.1  Significances of the Apprenticeship for Student 

 Significances of the Apprenticeship for State Polytechnic of Bengkalis’s    

Students are as follow: 

1. Providing the opportunities for Students to apply knowledge from campus. 

Especially those related to communication using English and business.  

2. Improving of the ability of Students in processing documents and communi-

cating with consumers. 

1.3.2 Significances of the Apprenticeship for the State Polytechnic of Bengkalis 

 Significances of the Apprenticeship for the State Polytechnic of Bengkalis are 

as follow: 

1. Apprenticeship help State Polytechnic of Bengkalis to prepare and improve 

student skills that are ready to work in the field after they complete the study.  

2. Students who did Apprenticeship can help the State Polytechnic of Bengkalis 

in determining of the curriculum.  

3. Apprenticeship helps State Polytechnic of Bengkalis to get relations and 

adjust the media used in the future to improve the relevance of the curriculum 

in accordance with the field of work.   
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 
 

 

 

2.1  Infirmary Profile  

The Central Luzon State University (CLSU), one of the renowned and       

prestigious state institutions of higher learning that is lead agency of the Muñoz 

Science Community and the seat of the Central Luzon Agriculture, Aquatic and 

Resources Research, and Development Consortium. It started as a farm school, the 

Central Luzon Agricultural School (CLAS), on April 12, 1907 that the students 

learned the basic of better farming methods, agricultural mechanics and home 

making arts. These activities soon evolved into a model vocational agricultural 

teaching and learning program which became legacy to the country in so far as the 

CLAS experience was concerned.   

As a result, the Central Luzon Agricultural School (CLAS) became for 

productive farming methods. The Central Luzon State University Infirmary is a 

primary care facility inside the university. Central Luzon State University Infirmary 

can be seen in Figure 2.1 as follow: 

 
Figure 2.1 Central Luzon State University Infirmary 

Source: Central Luzon State University Infirmary 

CLAS was converted into the Central Luzon Agricultural College (CLAC) 

on December 31, 1950. The first state institution in the country to offer a four year 

curriculum for training teachers of vocational agriculture and eventually became 
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known as "The Mother of Vocational Agricultural Schools" in  the country. The 

Central Luzon Agricultural College (CLAC) became the Central Luzon State 

University on June 18, 1964 by virtue of Republic Act No. 4067. As embodied in 

its enabling act, the "University shall primarily give professional and technical 

training in agriculture and mechanic arts besides providing advanced instruction 

and promoting research in literature, philosophy, the sciences, technology and art".   

The Central Luzon State University remains as one of the premier insti-

tutions of agriculture in Southeast Asia known for its break through ruminant, 

crops, orchard, and water management, living through its vision of becoming            

"A world class National Research University for science and technology in agri-

culture and allied fields". Additionally, it is also the first comprehensive state 

university to undergo institutional accreditation and is declared Cultural Property 

of the Philippines with the code of PH-03-0027. This hospital treats diseases related 

to immune health, pregnancy, urine analysis, and blood analysis. 

The Central Luzon State University Infirmary is a primary care facility inside 

the university with License to operate issued by the Department of Health. The     

Infirmary caters the CLSU Students, Staff and their dependents and non CLSU 

constituents. 

2.2  Vision and Mission of the Central Luzon State University Infirmary 

2.2.1  Vision  

Vision of the Central Luzon State University Infirmary is as a center of  Safety 

in the Science City of Muñoz that has prime quality in service, education, research, 

and international service to the public in the health sector. 

2.2.2 Mission  

Mission of the Central Luzon State University Infirmary ensure that clients 

achieve the maximum enjoyment of good health to live a happy life is as follow: 

1. Organizing the quality health services, which are affordable to all levels of 

society that are oriented towards Patient safety and customer satisfaction. 

2. Carrying out the services, education, research, and community service in the 

health sector. It is in the framework of building human resources through the 
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fulfillment and guidance of doctors who are professional, visionary, 

innovative, and have noble character. 

3. Carrying out the innovative health research. It is in the context of screening 

and developing technology in the health sector that is visionary for the benefit 

of the community. 

2.3 Kind of the Business 

Central Luzon State University Infirmary is the infirmary with health facility 

that administers health services evenly by prioritizing disease healing and health 

restoration. This carried out in a harmonious and integrated manner with health  

improvement and disease prevention in a referral arrangement. Infirmary services 

are provided at affordable prices for Staff and students. Meanwhile, the Public      

Patient is charged with the normal rate. 

2.4  Organizational Structure  

Organizational structure is a system that determines the allocation, categories 

and formal organization of the organization. Organizational Structure of the Central 

Luzon State University can be seen in Figure 2.1 as follow: 

 
Figure 2.2 Organizational Structure of the Central Luzon State University  

Source: Central Luzon State University Infirmary 

The organizational structure flowchart shows the flow of information and     

responsibilities assigned, coordinated, and controlled by each division. The 
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explanation of the organizational structure on the Central Luzon State University 

Infirmary is as follow: 

1.  Director 

The director is responsible for carrying out the mission of the Infirmary        

that has been assigned by the owner or owner's representation as well as             

compiling service and management regulations to operate the Infirmary. The      

Director has the following main tasks: 

a. Understanding and implementing all laws and regulations related to    

Infirmary. 

b. Determining and ensuring of the compliance of Infirmary Staff in the 

implementation of all Infirmary regulations that have been set and     

mutually agreed upon. 

c. Monitoring all reports on the results of the institution's external audits. 

d. Establishing processes for managing and controlling human and 

financial resources in accordance with statutory regulation. 

e. Coordinating  the implementation of health efforts quality according to 

Infirmary service standard. 

2. Head of the General Administration 

The Administration Section is led by the Head of Administration who is under 

and responsible to the Director. The Head of Administration has the following 

main tasks: 

a. Managing the preparation of work programs, Staffing, finance, equi-

pment, and other administrative documents. 

b. Compiling a Regional Regulation Plan related to health services in 

Infirmary. 

c. To carry out the legal activities related to Infirmary. 
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3. General Administration Sub-Section 

General Administration Sub-Section is led by a Sub Division Head who is 

under and responsible to the Head of the Administration Section. Head of the 

General Administration Sub Division has the following main tasks: 

a. Managing the correspondence. 

b. Managing the equipment and household affairs. 

c. Drafting the Regional Regulations relating to health services. 

4. Sub Division of the Personnel and Human Resources Development 

Sub Division of the Personnel and Human Resources Development is led by 

a Sub Division Head who is under and responsible to the Head of Admi-

nistration. The Head of the Sub Division of Personnel and Human Resources 

Development has the following main task: 

a. Providing Personnel Information Services. 

b. Monitoring various information related to employee welfare such as 

promotion, and incentives.  

5. Sub Division of the Financial Administration 

The Sub Division of Financial Administration is led by the Head of the Sub 

Division who is under and responsible to the Head of Administration. The 

Head of the Sub Division of Financial Administration has the following main 

tasks: 

a. Making of the company financial plan. 

b. Managing of the company's money flow. 

c. Expending of the company debt. 

d. Developing of the company financial budget policies. 

6. Infirmary Planning and Development Division  

Infirmary Planning and Development Division is led by the Head of the 

Division who is under and responsible to the Director. Infirmary Planning and 

Development Division has the following main tasks: 

a. Carrying out all activities in the field of planning. 

b. Developing the quality of Infirmary services. 
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7. The Planning and Reporting Section 

The Planning and Reporting Section is led by the Section Head who is under 

and responsible to the Head of Infirmary Planning and Development. The 

Planning and Reporting Section has the following main tasks: 

a. Organizing of the program planning activities.  

b. Managing of the Infirmary’s information. 

c. Reporting of the service systems. 

d. Developing of the Infirmary services. 

8. The Marketing and Public Relations 

The Marketing and Public Relations Section is led by a Section Head who is 

under and responsible to the Head of Infirmary Planning and Deve-

lopment.The Marketing and Public Relations has the following main tasks: 

a. Planning of the needs of the facilities and infrastructure for the 

implement-tation of legal and public relation activities. 

b. Promoting of the program activities and Infirmary policies to the 

community both directly and through the media. 

c. Creating of the good Infirmary opinion image. 

d. Documentation of the all Infirmary activities. 

e. Planning, regulating and controlling the implementation of the Director 

activities. 

9. Medical Committee  

Medical committee is a Infirmary device to apply clinical governance so that 

the medical Staff houses are maintained by professionalism through a 

credential mechanism, medical profession quality guard, and ethical main-

tenance and medical profession discipline. Medical Committee has the 

following main tasks: 

a. Managing of the clinical Authority (Clinical Privilege) to do medical 

services. 
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b. Providing of the permission to conduct medical services (entering to the 

profession), the obligation meets certain competency terms and beha-

vior to maintain the clinical Authority (maintaining professionalism). 

c. Permit ability (Expelling from the Profession). 

10. Medical Staff 

Medical Staff is a doctor who works in an installation in a functional position 

and is responsible for the Head of the medical committee. Medical Staff has 

the following main tasks: 

a. Carrying out professional activities which include procedures for 

diagnosis, treatment, prevention, prevention due to disease and 

recovery. 

b. Managing of the education and sustainable training programs. 

c. Maintaining of the service quality in accordance with professional 

standards, medical service standards and medicine ethics. 

11. Health Service Sector 

Health Service Sector is led by a Head of Division who is under and respon-

sible to the Director. Health Service Sector has the following main task: 

a. Organizing of the management of medical service activities. 

b. Managing of the nursing services. 

c. Facilitating of the services. 

d. Controlling of the Infirmary health services. 

12. Medical Service Section 

Medical Service Section is led by a Section Head who is under and respon-

sible to the Head of the Service Division. Medical Service section has the 

following main tasks:  

a. Organizing of the medical service activities.  

b. Providing of the medical service facilitation. 

c. Managing of the quality of medical services.  

d. Managing of the admission. 

e. Managing return of the Patients on inpatient and outpatient care. 
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13. Nursing Section 

Nursing Section is led by Section Head who is under and responsible to the 

Head of the Service Division. Nursing Section has the following main tasks:  

a. Organizing the management of nursing care activities.  

b. Facilitating nursing services. 

c. Controlling the quality of nursing services in the Infirmary. 

14. Medical Record and Support Division 

Medical Record and Support Division is led by the Head of the Division who 

is under and responsible to the Director. Medical Record and Support 

Division has the following main tasks: 

a. Managing of the pharmaceutical matters.  

b. Managing of the medical devices.  

c. Managing of the laboratories and other medical support. 

d. Recording and reporting of the medical records in the Infirmary. 

15. Medical Record Section 

Medical Record Section is led by a Section Head who is under and responsible 

to the Head of the Medical Records and Medical Support Section. Medical 

Record Section has the following main tasks:  

a. Managing of the affairs of medical recording. 

b. Reporting of the medical records at the Infirmary. 

16. Medical Support Section 

Medical Support Section is led by a Section Head who is under and respon-

sible to the Head of the Medical Records and Support Division. Medical 

Support Section has the following main tasks:  

a. Managing of the pharmaceutical affairs.  

b. Managing of the medical devices. 

c. Managing of the laboratories and other medical support. 
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2.5  The Working Process  

 The explanation of the working process on the Central Luzon State University 

Infirmary is as follow: 

1. Outpatient Service Process 

The outpatient or pharmacy service process is a service provided to the Patient 

who receives medical treatment without being admitted to a Infirmary. The 

fee of outpatient/pharmacy service is free for the Students, 15% discount for 

Staff and 20% discount for senior citizens and person with disabilities. 

Flowchart of Outpatient Service Process can be seen in Figure 2.3 as follow: 

 
Figure 2.3 Flowchart of Outpatient Service Process 

Source: Processed Data 2021 

Explanation from the Flowchart of Outpatient Service Process in the 

Central Luzon State University Infirmary are as follow: 

a. Patients who already have a Clinical Treatment Card Document take a 

queue number. 

b. If the Patient does not have a Clinical Treatment Card Document, then 

the Patient will be directed by the medical team to fill out an identity 

form for making the document. 
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c. New Patients and old Patients will be directed to the Administration 

section, namely the record section to get a Clinical Treatment Card 

Document. 

d. After that, the Patient will receive medical services according to the 

disease rate or the referred polyclinic. 

e. Then, the Doctor will examine and prescribe medication to the Patient 

using the Prescriptions document. 

f. If after being examined the Patient has a fairly severe internal disease, 

the Patient will be directed to the pharmacy department for examination 

in the laboratory. The Patient will be given a laboratory Requests       

document. 

g. After receiving medical services, the Patient will pay medical fee to the 

Cashier. 

h. Finally, the Patient was allowed to go home. 

2. Laboratory Service Process 

Laboratory service process is a service for examining clinical specimen to 

obtain information about individual health, especially to support effort in      

diagnose disease and restore healthy. The fee for every Laboratory Service 

depend with the kind of laboratory examination. Flowchart of Laboratory 

Service Process can be seen in Figure 2.4 as follow: 

 
Figure 2.4 Flowchart of Laboratory Service Process 

Source: Processed Data 2021 
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Explanation from the Flowchart of Laboratory Service Process in the 

Central Luzon State University Infirmary are as follow: 

a. The Patient registers at the Administration section. After that, the        

Patient is directed to take the Clinical Medical Card document in the 

Record Section to know the medical status of the Patient.  

b. Inpatient who require an internal medicine examination will have their 

specimen taken by a Doctor for further examination. The types of 

laboratory tests available are: Urine Analysis and Hematology. Then, 

the Patient test result obtained will be given directly to the Patient. 

Laboratory test result is written on the Medical Certificate document, 

Clinical Laboratory Report (Urine Analysis), Clinical Laboratory 

Report (Hematology). After getting the result of the laboratory test, the 

Patient will pay medical fee to the Cashier. 

c. Outpatient who require an internal medicine examination will have their 

specimen taken by a Doctor for further examination. The type of 

laboratory test available are: Urine Analysis and Hematology. Then, the     

Patient test result obtained will be given through the pharmacy room. 

Laboratory test result is written on the Medical Certificate, Clinical    

Laboratory Report (Urine Analysis), and  Clinical Laboratory Report 

(Hematology). After getting the result of the laboratory test, the Patient 

will pay medical fee to the Cashier. 

d. Patient who are referred by other Infirmary for laboratory test will be 

treated in the pharmacy room. Then, the Doctor will take and examine 

the Patient's specimen. The types of laboratory tests available are: Urine 

Analysis and Hematology. Next, the Patient test result obtained will be 

given through the pharmacy room. Laboratory test result is written on 

the Medical Certificate, Clinical Laboratory Report (Urine Analysis), 

and  Clinical Laboratory Report (Hematology). After getting the result 

of the laboratory test, the Patient will pay medical fee to the Cashier. 
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3. Health Consultation and Request for Medical Certificate Service Process 

Health consultation and request for medical certificate is service for those 

needing medical certificate as attestation of health fitness or illness and for 

those seeking professional help in bringing relief and cure to their ailment. 

Simple medical cases do not require specialized examination in diagnosing 

ailments, the physician use only interaction, clinical technique and procedures 

to bring the client to good health. The fee of Health Consultation and Request 

for Medical Certificate is ₱ 150. Flowchart of Health Consultation and 

Request for Medical Certificate Process can be seen in Figure 2.5 as follow: 

 
Figure 2.5 Flowchart of Health Consultation and Request Medical Certificate Process 

Source: Processed Data 2021 

Explanation from the Flowchart of Health Consultation and Request for 

Medical Certificate Process are as follow: 

a. The Patient registers at the Administration section. After that, the        

Patient is directed to take the Clinical Medical Card document in the 

Record Section to know the medical status of the Patient. 

b. The Doctor will proceed with examine, assess, prescribe medicine and 

give instruction to the Patient issue medical certificate. 

c. The Patient will receive issue receipt. After that, the Patient will pay 

medical fee to the Cashier. 
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2.6 Documents Used for the Activity 

There are several generated documents that used in the implementation of the 

Apprenticeship activities on the Central Luzon State University Infirmary, namely 

as follow: 

1. Clinical Laboratory Report (Urine Analysis) 

Clinical Laboratory Report (Urine Analysis) is a document that contain of the 

physical, chemical, and microscopic tests. Documentation of the Clinical    

Laboratory Report (Urine Analysis) can be seen in Figure 2.6 as follow:  

 
Figure 2.6 Documentation of the Clinical Laboratory Report (Urine Analysis) 

Source: Central Luzon State University Infirmary 

This test used for detecting or measuring of the several substances in 

the urine, such as by products of normal and abnormal metabolism, cells, 

cellular fragments, and bacteria. 

 

 

https://labtestsonline.org/glossary/metabolism
https://labtestsonline.org/glossary/bacterium
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2. Clinical Laboratory Report (Hematology)  

Clinical Laboratory Report (Hematology) is Hematology tests include tests 

on the blood, blood proteins and blood producing organs. Documentation of 

the Clinical Laboratory Report (Hematology) can be seen in Figure 2.7 as 

follow: 

 
Figure 2.7 Documentation of the Clinical Laboratory Report (Hematology) 

Source: Central Luzon State University Infirmary 

These tests can evaluate a variety of blood conditions including 

infection, anemia, inflammation, hemophilia, blood clotting disorders, leu-

kemia and the body's response to chemotherapy treatments. 

3. Medical Certificate 

Medical Certificate or Doctor's certificate is a written statement from a 

physician or another medically qualified health care provider which attests to 
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the result of a medical examination of a Patient. Documentation of the 

Medical Certificate can be seen in Figure 2.8 as follow: 

 
Figure 2.8 Documentation of the Medical Certificate 

Source: Central Luzon State University Infirmary 

It can serve as a sick note (documentation that an employee is unfit for 

work) or evidence of a health condition. 

4. Clinical Treatment Card 

Clinical treatment card is the Patient treatment card used by health care 

workers to informing and educating Patients. Documentation of the Clinical 

Treatment Card can be seen in Figure 2.9 as follow:  
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Figure 2.9 Documentation of the Clinical Treatment Card 

Source: Central Luzon State University Infirmary 

This document means to taking the medication service, when and how 

to take their pills, how to manage mild side effects and when to seek care 

from the facility. 

5. Laboratory Requests  

Laboratory Requests is a document that written by the Laboratories with the 

Physicians and user of the laboratory services. Documentation of the 

Laboratory Requests can be seen in Figure 2.10 as follow: 
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Figure 2.10 Documentation of the Laboratory Requests 

Source: Central Luzon State University Infirmary 

This document used to assists in the diagnosis of pathologic conditions, 

to confirm a clinical diagnosis, to assist in the differential diagnosis of a        

Patient's condition, to obtain info regarding a Patient's condition, and provides 

the physician with essential data. 

6. Prescriptions 

Prescriptions is a document about an instruction to a Pharmacist, written by a 

Doctor. Documentation of the Prescriptions can be seen in Figure 2.11 as   

follow: 
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Figure 2.11 Documentation of the Prescriptions 
Source: Central Luzon State University Infirmary 

Prescription also contains instructions to the Patient indicating how the drug 

is to be taken, how often, and for how long. In addition, Prescription document used 

to dispense a stated quantity of a particular drug in a specified dose. 
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CHAPTER III 

SCOPE OF THE APPRENTICESHIP 

 

3.1  Job Description 

Apprenticeship started from September 30, 2019 to October 17, 2019 at the 

Central Luzon State University Infirmary. The time of work is from 08.00 a.m. to 

05.00 p.m. There is a break time from 12.00 p.m. to 13.30 p.m. In addition, holiday 

are on Saturday and Sunday. There are several type of main work carried out during 

the Apprenticeship in the Record section, which are as follow:  

1. Recording of the Patient’s Clinical Treatment Card.  

Recording of the Patient's Clinical Treatment Card is an activity to archive 

Patient's medical records manually by Medical Staff based on the Patient's 

identity. The identity is categorized which consists of: name, year and social 

status which is stored in the Lateral Filling Cabinet. 

2. Helping the Patients to obtain a Clinical Treatment Card . 

Helping the Patients to obtain a Clinical Treatment Card is an activity to help 

Patients in get the official medical services. Patients will only receive medical 

services if they have obtained the Patient's Clinical Treatment Card which is 

stored in the Filling Lateral Cabinet at the Record section. For this reason, the 

Author will looking for the Patient's Clinical Treatment Card based on the 

Patient's identity and the available categories in the Lateral Filling Cabinet. 

3. Printing of the Medical Documents. 

Medical document printing is an activity to print medical documents that      

requested by the Administrative Staff when documents are needed. The tools 

used in printing medical documents are computer, printer and paper cutter.  

4. Recording of Urine Check Data. 

Urine Check Data Recording is an activity to record the Patient's identity and 

urine test results in a medical book. Patient identity consists of name, age and 

status. Meanwhile, data on urine test results consist of: urine color, date, time, 

blood type, and disease. 
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3.2  System and Procedure  

3.2.1  Working System  

The system used in the Record section is a computer for several important 

documents related to medical services for Patients. Then, tidy up the documents 

with a certain size that required by the General Administration Staff. As well as 

record of the Patient medical document based on the categories that have been 

provided and strore it in the Lateral Cabinet Filling. 

3.2.2  Working Procedure  

The working procedure in the Central Luzon State University Infirmary at the 

Record section is as follow: 

1. Recording of the Patient's Clinical Treatment Card  

Recording of the Clinical Treatment Card document is based on alphabet, 

year, and category. Categories in document recording are consists of: Student, 

Staff, and Public. Flowchart in Recording The Patient's Clinical Treatment 

Card can be seen in Figure 3.1 as follow: 

Figure 3.1 Flowchart in Recording of the Patient's Clinical Treatment Card  

Source: Processed Data 2021 

Explanation from the Flowchart in Recording of the Patient's Clinical 

Treatment Card are as follow: 

a. Receiving of the document. It is mean that every morning a General 

Administrative Staff will deliver a minimum of 70 sheets or more. The 

number of document is according to the number of Patients who took 

medication in previous day. 

 

a. Receiving of the document

b. Printing of the medical documents

c. Sorting of the document

d. Saving of the document
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b. Printing of the medical document. The document that required by a 

General Administration Staff with amount requested per print is 100 

sheets or more as needed. 

c. Sorting of the document. The documents are sorted by the year (2014 

to 2019), alphabet (Patient's name), and status (Student, Staff and     

Public). 

d. Saving of the documents. Sorted documents are then stored into the  

Lateral Filling Cabinet. Sometimes, the results of records of Patients 

who have been treated are given to Staff in the general administration 

section. Documentation of the Recording Patient's Clinical Treatment 

Card can be seen in Figure 3.2 as follow: 

 
Figure 3.2 Documentation of the Recording Patient's Clinical Treatment Card 

Source: Central Luzon State University Infirmary 

The figure above shows the storage area for Patient's Clinical Treatment 

Card in several Lateral Filling Cabinet at the Records Section of the Central 

Luzon State University Infirmary. 

2. Helping of the Patients to get the Clinical Treatment Card  

In this case, the Author helping the Patients to obtain the Clinical Treatment 

Card before getting further medical services in the Central Luzon State      

University Infirmary. Flowchart in Helping the Patients to get the Clinical 

Treatment Card can be seen in Figure 3.3 as follow: 
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Figure 3.3 Flowchart in Helping of the Patients to get the Clinical Treatment Card 

Source: Processed Data 2021 

Explanation from the Flowchart in Helping of the Patients to get the 

Clinical Treatment Card in the Central Luzon State University Infirmary are 

as follow:  

a. Welcoming of the Patients who come to the Central Luzon State        

University Infirmary. Every Patient who wants to do treatment at this 

Infirmary must have a medical document that can be found in the      

Records section. 

b. Asking for the Patient's identity. To make it easier for the Record Staff 

in finding of the Patient’s Medical Document, the Staff needs some     

information from each Patient, namely: name, year of the document was 

created and identity card. 

c. Taking of the document. After got the information from Patient, the 

Staff will taking of the document according to Patient's data in the      

Lateral Filling Cabinet. This activity takes 3 to 10 minutes. 

d. Giving of the document to the Patient. After the medical document is 

found by the Staff then the document given to the Patient. 

e. Directing of the Patient to the Checkup room. This applied to every  

Patient who is new to treatment at the Central Luzon State University 

 

a. Welcoming of the 
Patients

b. Asking to the 
Patient’s identity

c. Taking of the 
document

d. Giving of the 
document to the 

Patient

e. Directing of the 
Patient to the 
checkup room
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Infirmary. Documentation in Helping Patient to get the Treatment Cli-

nical Card in the Central Luzon State University Infirmary can be seen 

in Figure 3.4 as follow: 

 
                  Figure 3.4 Documentation in Helping Patient to get the Treatment Clinical Card 

          Source: Central Luzon State University Infirmary  

The figure 3.4 above shows that the Author has helped the Patient  get 

the Treatment Clinical Card at the Records Section of the Central Luzon State 

University Infirmary. 

3. Printing of the Medical Documents 

Printing of the Medical Documents are some file that required by the General 

Administration section Staff. Printed of the documents include: Clinical      

Laboratory Report (Urine Analysis), Clinical Laboratory Report 

(Hematology), Medical Certificate, Clinical Treatment Card, Laboratory 

Requests, and Prescriptions. Flowchart in Printing of the Medical Documents 

can be seen in Figure 3.5 as follow: 
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Figure 3.5 Flowchart in Printing of the Medical Documents 

Source: Processed Data 2021 

Explanation from the Flowchart in Printing of the Medical Documents 

in the Central Luzon State University Infirmary are as follow: 

a. Printing of the medical document. The document that required by a 

General Administration Staff with amount requested per print is 100 

sheets or more as needed.  

b. Cutting of the document. Printed documents must be with size of 17.5 

cm and specifically for Prescriptions documents with size of 12.5 cm. 

c. Giving of the document. The documents that have been cut are 

immediately given to the General Administration Staff. Documentation 

of the Printing the Medical Documents can be seen in Figure 3.6 as 

follow: 

 
Figure 3.6 Documentation of the Printing the Medical Documents 

Source: Central Luzon State University Infirmary 

a.

Printing of 
the 

medical 
document

b.

Cutting of the 
document

c.

Giving 

of the 
document
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The figure 3.6 above shows that the Author has printed and organized 

the Medical Documents according to the size specified by the Record Section 

Staff of the Central Luzon State University Infirmary. 

4. Recording of the Urine Check Data 

Recording of the urine check data is the activity of recording Patient data that 

checks urine in the Pharmacy room based on the reference from the Doctor. 

Flowchart in Recording of the Urine Check Data can be seen in Figure 3.7 as 

follow: 

 

Figure 3.7 Flowchart in Recording of the Urine Check Data 

Source: Processed Data 2021 

Explanation from the Flowchart in Recording of the Urine Check Data 

in the Central Luzon State University Infirmary are as follow: 

a. Welcoming of the Patients who come to the Central Luzon State        

University Infirmary. Every Patient who wants to do treatment at this 

Infirmary must have a medical document that can be found in the      

Records section. 

b. Asking for the Patient's Identity. It is for the Record Staff in finding of 

the Patient's Medical Document. The Staff needs some information 

from each Patient, namely: name, age and status by the identity card. 

c. Recording of the urine check result. This activity is carried out in the 

Pharmacy room. Archived Patient data based on color, date, time, blood 

type, and disease in a book. 

 

a.  Welcoming of the Patient

b.  Asking to the Patient

c.  Recording of the urine check result

d.  Checking of the room temperature 
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d. Checking of the room temperature. The room temperature in the phar-

macy section greatly affects the chemical substances in it, so the Author 

are assigned to keep it at a normal temperature of the 27 °C. If the 

temperature rises, it must be reported immediately to the Pharmacy 

Staff. Documentation in Recording of the Urine Check Data can be seen 

in Figure 3.8 as follow: 

 
Figure 3.8 Documentation in Recording of the Urine Check Data 

Source: Central Luzon State University Infirmary 

The figure 3.8 above shows that the Author has printed and          

archived the Patient Urine Check Data according to the categories spe-

cified by the Pharmaceutical Staff of the Central Luzon State University 

Infirmary. 

3.3  Place of the Apprenticeship  

Apprenticeship was carried out in the Central Luzon State University 

Infirmary at Record Section. The Author was also directed several times to 

complete assignments in the Pharmacy department. Apprenticeship started from 

September 30, 2019 to October 17, 2019 at the Central Luzon State University 

Infirmary. The hours of work are from 08.00 a.m. to 05.00 p.m. There is a break 

time from 12.00 p.m. to 13.30 p.m. In addition, holiday are on Saturday and Sunday. 
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3.4 Kind and Description of the Activity 

Kind of the activity carried out during the Apprenticeship at Central Luzon 

State University include: 

1. Recording of the Patient’s  Clinical Treatment Card . 

2. Helping the Patients to obtain a Clinical Treatment Card . 

3. Printing of the Medical Documents. 

4. Recording of the Urine Check Data. 

 

While the description of the activity carried out by the Author during 

Apprenticeship at Central Luzon State University is explained in the form of an 

agenda. The agenda contain information about the time, description of the activity 

and location of the Apprenticeship implementation. 

Agenda of activities on the First Week in the Central Luzon State University 

Infirmary can be seen in Table 3.1 as follow: 

Table 3.1 Agenda of Activities on the First Week 

No. Date Activity Place 

1. Monday, 

September 

30th, 2019 

a. Meeting with the Human Resource Develop-

ment division Staff of the Central Luzon State 

University Infirmary. 

b. Distribution of the work assignments to the Re-

cord Section. Surrounding of the Central Luzon 

State University Infirmary with several health 

service Staff. 

Central Luzon State 

University Infirmary 

2. Tuesday, 

October 1st, 

2019 

a. An introduction to administrative files that must 

be printed every time the administrative Staff is 

required. 

b. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public. 

Then, stored it in the Lateral Filling Cabinet. 

c. Helping of the Patient to obtain a  Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

3. Wednesday, 

October 2nd, 

2019 

a. Giving of the record results of Clinical Tre-

atment Card on Tuesday 1st, 2019 to Staff in the 

General Administration section. 

b. Printed some files required by the Administra -

tion section, printed of the documents include: 

Clinical Laboratory Report (Urine Analysis), 

Clinical Laboratory Report (Hematology), Med-

ical Certificate, Clinical Treatment Card, Labo-

ratory Requests, and Prescriptions. 

c. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

Record Section of the 

Central Luzon State 

University Infirmary. 
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categories, including: Student, Staff, and Public 

then stored in the Lateral Filling Cabinet. 

d. Helping of the Patients to obtain a Clinical     

Treatment Card before getting further medical 

services. 

4. Thursday, 

October 3rd, 

2019 

a. Giving of the record results of Clinical Tre-

atment Card on Tuesday 2nd, 2019 to Staff in the 

General Administration section. 

b. Printed some files required by the Administra-

tion section, printed of the documents include: 

Clinical Laboratory Report (Urine Analysis), 

Clinical Laboratory Report (Hematology), Me-

dical Certificate, Clinical Treatment Card, Labo-

ratory Requests, and Prescriptions. 

c. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public 

then stored in the Lateral Filling Cabinet. 

d. Helping of the Patients to obtain a  Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

5. Friday, 

October 4th, 

2019 

a. Giving of the record results of Clinical Tre-

atment Card on Tuesday 3 rd, 2019 to Staff in the 

General Administration section. 

b. Printed some files required by the Administra -

tion section, printed of the documents include: 

Clinical Laboratory Report (Urine Analysis),   

Clinical Laboratory Report (Hematology), Me-

dical Certificate, Clinical Treatment Card, Labo-

ratory Requests, and Prescriptions. 

c. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public. 

Then, stored it in the Lateral Filling Cabinet. 

d. Helping of the Patients to obtain a Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

Source: Processed Data 2021 

On the first week the Author conducts an activity consisting of: First, meeting 

with the Human Resource Development division Staff. Next, distributing of the 

work assignments to the Record Section. Then, surrounding of the Central Luzon 

State University Infirmary. Next, an introduction to administrative files. After that, 

recording of the Patient’s Clinical Treatment Card, helping of the Patients to obtain 

a Clinical Treatment Card, giving of the record results of Clinical Treatment Card  

on Tuesday 1st, 2019 to Staff in the General Administration section, printed some 

files required by the Administration section, gave the record results of the Clinical 
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Treatment Card on Tuesday 2nd, 2019 to Staff in the General Administration sec-

tion, and printed some files required by the Administration section Staff. 

Agenda of activities on the Second Week in the Central Luzon State 

University Infirmary can be seen in Table 3.2 as follow: 

Table 3.2 Agenda of Activities on the Second Week 

No. Date Activity Place 

1. Monday, 

October 7th, 

2019 

a. Giving of the record results of Clinical Tre-

atment Card on Tuesday 4th, 2019 to Staff in the 

General Administration section. 

b. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public 

then stored in the Lateral Filling Cabinet. 

c. Recording data of the Patients who checked 

urine in the Pharmacy room. 

Pharmacy Section of 

Central Luzon State 

University Infirmary. 

 

 

 

 

2. Tuesday, 

October 8th, 

2019 

a. Giving of the record results of Clinical Tre-

atment Card on Tuesday 7 th, 2019 to Staff in the 

General Administration section. 

b. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public 

then stored in the Lateral Filling Cabinet. 

c. Recording data of the Patients who checked 

urine in the Pharmacy room. 

Pharmacy Section of 

Central Luzon State 

University Infirmary. 

3. Wednesday, 

October 9th, 

2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public 

then stored it in the Lateral Filling Cabinet.  

b. Recording data  of the Patients who checked 

urine in the pharmacy room. 

Pharmacy Section of 

Central Luzon State 

University Infirmary. 

4. Thursday, 

October 

10th, 2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public 

then stored in the Lateral Filling Cabinet. 

b. Helping of the Patients to obtain a Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

5. Friday, 

October 

11th, 2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and available 

categories, including: Student, Staff, and Public 

then stored it in the Lateral Filling Cabinet. 

b. Helping of the Patients to obtain a  Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

Source: Processed Data 2021  

On the second week the Author conducts an activity consisting of: First,     

giving of the record results of Clinical Treatment Card on Tuesday 4th, 2019 to Staff 

in the General Administration section. Next, recording of the Patient’s Clinical 
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Treatment Card. Then, gave the record results of the Clinical Treatment Card on 

Tuesday 7th, 2019 to Staff in the General Administration section. Next, recording 

data of the Patients who checked urine in the Pharmacy room, and helping of the 

Patients to obtain a Clinical Treatment Card.  

Agenda of activities on the Third Week in the Central Luzon State University 

Infirmary can be seen in Table 3.3 as follow: 

Table 3.3 Agenda of Activities on the Third Week 

No. Date Activity Place 

1. Monday, 

October 14th, 

2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and avai-

lable categories, including: Student, Staff, and 

Public then stored it in the Lateral Filling   

Cabinet. 

b. Helping of the Patients to obtain a Clinical  

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

2. Tuesday, 

October 15th, 

2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and avai-

lable categories, including: Student, Staff, and 

Public then stored it in the Lateral Filling          

Cabinet. 

b. Helping of the Patients to obtain a Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

3. Wednesday, 

October 16th, 

2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and avai-

lable categories, including: Student, Staff, and 

Public then stored it in the Lateral Filling 

Cabinet. 

b. Helping of the Patients to obtain a Clinical 

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

4. Thursday, 

October 17th, 

2019 

a. Recording of the Patient’s Clinical Treatment 

Cards based on alphabetical, year, and avai-

lable categories, including: Student, Staff, and 

Public then stored it in the Lateral Filling   

Cabinet. 

b. Helping of the Patients to obtain a Clinical  

Treatment Card before getting further medical 

services. 

Record Section of the 

Central Luzon State 

University Infirmary. 

Source: Processed Data 2021  

On the Third Week the Author conducts an activity consisting of: Recording 

of the Patient’s Clinical Treatment Cards and helping of the Patients to obtain a 

Clinical Treatment Card.  
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3.5  Obstacle and Solution of the Apprenticeship  

3.5.1  Obstacle of the Apprenticeship  

Some of the obstacles faced by the Author during the Apprenticeship at 

Central Luzon State University Infirmary are as follow:  

1. It is difficult to communicate with several employees and Patients. In this 

case, there is still a lack of the ability by the Author in speaking Tagalog and 

the lack of the ability by the Patients and some Staff in speaking English. 

2. It is difficult to did documentation during Apprenticeship. It is because of 

many Patients every day. 

3. It is difficult to records the documents. It is because it only used a manual 

system with various categories that it requires a long time. 

4. It is difficult to understand about medical science. It is because the Author's 

background is International Business Administration. 

3.5.2  Solution of the Apprenticeship  

Based on some of the obstacles faced by the Author during the Appre-

nticeship, there are several solutions to these obstacle are as follows:  

1. In order to communicate with several Employees and Patients, what must the 

Author did is to learn some everyday words in Tagalog, such as: memorizing 

numbers to ask the Patient's age, memorizing sentences to ask for the Patient's 

name, memorizing several words and places frequently asked by Patients, 

such as: toilets, address of residence, and others.  

2. In order to be able to do documentation, then during break hours the Author 

must can to get documentation of the activity. 

3. Due to the difficulty in recording the documents, an alternative that can be 

done is to start the archiving based on the year caption. 

4. Due to the difficulty of understanding medical science, the Author seek 

information about medical science by discussing with the Staff and Students 

around Central Luzon State University Infirmary. 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

4.1 Conclusion  

After doing Apprenticeship at the Central Luzon State University Infirmary 

the conclusions that can be made by the Author are as follow:  

1. Kind of business of the Central Luzon State University Infirmary is the 

infirmary with health facility that administers health services evenly by 

prioritizing disease healing and health restoration. This carried out in a 

harmonious and integrated manner with health improvement and disease 

prevention in a referral arrangement.  

2. The working proses of the Central Luzon State University Infirmary are 

consists of: First, Inpatient Service Process. It is process is the service 

provided to the Patients who stays in a Infirmary while they receive their 

treatment. Second, Outpatient Service Process. It is process is a service 

provided to the Patient who receives medical treatment without being 

admitted to a Infirmary. Third, Outpatient Service Process. It is process is a 

service for examining clinical specimen to obtain information about 

individual health, especially to support effort in diagnose disease and restore 

healthy. 

3. There are several generated documents that used in the implementation of the 

Apprenticeship activities on the Central Luzon State University Infirmary are 

as follow: Clinical Laboratory Report (Urine Analysis), Clinical Laboratory 

Report (Hematology), Medical Certificate, Clinical Treatment Card, 

Laboratory Requests, and Prescriptions.  

4. The job description of the work field being handled at the Central Luzon State 

University Infirmary are as follow: Recording of the Patient's Clinical 

Treatment Card document, Recording data of the Patients who checked urine 

in the Pharmacy room, Helping the Patients to obtain a Clinical Treatment 

Card before getting further medical services, and Printed some files required 

by the General Administration section.  
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5. The system used in Record section is internet for several purposes. Then used 

a computer for some documents. Meanwhile, there are several work proce-

dures in the Record section which consists of:   

a. Recording of the Clinical Treatment Card Document based on alphabet, 

year, and category. Steps in recording the Patient's Clinical Treatment 

Card Document are as follow: Receiving of the document from a 

General Administrative Staff, Printing of the medical documents 

required by the General Administration Staff, Sorting of the document 

by the year, alphabet, and status. Finally, saving of the Documents into 

the Lateral Filling Cabinet. 

b. Helping of the Patients to obtain the Clinical Treatment Card before 

getting further medical services. Steps in helping the Patients to get the 

Clinical Treatment Card Document are as follow: Welcoming of the 

Patients who come to the Record section, Asking for the Patient's 

identity, Taking of the documents according to Patient data in the 

Lateral Filling Cabinet, After the document is found then given to the 

Patient, and Directing of the Patient to the checkup room. 

c. Printed medical documents are some file that required by the General 

Administration section. The documents include: Clinical Laboratory 

Report (Urine Analysis), Clinical Laboratory Report (Hematology), 

Medical Certificate, Clinical Treatment Card, Laboratory Requests, and 

Prescriptions. Steps in printing the Medical Documents are as follow: 

Printing of the medical documents, Cutting of the documents with a size 

of 17.5 cm used a paper cutting tool and Giving of the documents to 

General Administration Staff.  

d. Recording of the urine check data is the activity of recording Patient 

data that checks urine in the Pharmacy. Steps in Recording of the urine 

check data are as follow: Welcoming of the Patients who come to the 

Record section, Asking for the Patient's name, age and status, 

Recording of the urine check results based on urine color, checkup date, 

checkup time, blood type, and disease in a medical book. 
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6. Some of the obstacles faced by the Author during the Apprenticeship at 

Central Luzon State University Infirmary are as follows: First, it is difficult 

to communicate with several employees and Patients. After that, it is difficult 

to get the documentation during Apprenticeship. Next, it is difficult to records 

the documents. Then, It is difficult to understand about medical science. 

7. Based on some of the obstacles faced during the Apprenticeship, there are 

several solutions to these obstacle are as follows: First, In order to commu-

nicate with several Employees and Patients. What must the Author did is to 

learn some everyday words in Tagalog. After that, in order to be able to do 

documentation, Then during break hours the Author must be able to take      

advantage of the opportunity well. Next, Due to the difficulty in recording the 

documents, an alternative that can be done is to arrange archives based on 

certain the year. Then, Due to the difficulty of understanding medical science, 

the Author seek information about medical science by discussing with the 

Staff and Students around Central Luzon State University Infirmary. 

4.2 Suggestion 

There are several suggestions that can improve the quality of health services  

in the Central Luzon State University Infirmary to be better, namely:  

1. To make the communication easier with several Staff and Patients, there must 

be an improving of the English language skills for employees and local 

trainers. 

2. To make easier in get the documentation, it is better the Staff to provide 

special time for Students in taking the documentation of activities, such as 

during break hours. 

3. To make the job easier in finding the medical documents for Patients in the 

Record section, there must be an upgrading of the certain applications and 

devices with digital technology or software.  

4. It would be better for the Patients who are undergoing treatment at the 

Infirmary to feel more relaxed, if the Central Luzon State University provides 

the garden facilities around the infirmary yard. 
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Appendix  5.  List of the Apprenticeship Attendace 

   



 

44 
 

Appendix  6.  Apperenticeship Certificate 

 

  



 

45 
 

Appendix  7.  Record Section Daily Activity (First Day) 
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