Feoublika np Pilipinas
{Republiz of the Fhilippines)
KAGARARAY NG EDU¥ASYON AT KULTURA
{CEPARTMENT IJF ETUCATION AND CULTURE)
Mavnila

May 12, 1977

DEPARTMENT XEHORAMDUM
Me. 100, @, 1377

BIIIDELINES FOE THF ATNMTINTSTEATION 0OF THE
1917 TEACHEER SELECTION TERT

Ta: FPegional Directors
Sehools Superintendenta

L. Tnalosed fa a copy of the Guidelinee for the Administre-
tion of The 1977 Teacher Selection Tast, sirlct observance of which
iz hereby emfained. Also inclosed is the List of Examination

| Centerd.

2, It iz dezired that these guidelines ba disseminated imss-
dfataiyto-all pergonnel inmilved.

(SG0. » JUAN L. FAHUEL
Socretary of Education sné Culture

Inalg. :
A& =tared

Fafardnss:
Lepartment Memorandum: Ho. 96, 8. 1377
Ltlctment: 1-¥--{N.p. 1-T6)

To be Indieated in the Perpetnal Iode
wider the - followdine =ubjects:

LeENTERE
_ﬂﬂ?ms £ RECULATTONS

HEHERS
o




Incigsure Mo, .l to Department Memorandum He. 100, 8. 1977

GUIDELTRES FOR THE ADMINISTEATION OF THE
1977 TEACNER SELSCTECK TEST

Tha following are guidelines for the personnel involved in the
vardous activiiles relative to the adminiztration of the Taacher
Selection Test, In order to insurc wndferm and stenderd procedure. of
test adoinistration, all instructions spec1fled in this Handoosk should
tharefnra be followed strictly,

Tha Hegipnal D;rﬂctgr conceroed iz recuested to organize a Teacher
Selagtion Teet Committesr to take chargﬂ of the overall conduct and ad-
minlﬁtratinn of the tesi,

2, Cogposition of the committas

1. Schoo) Spperintondent of the Divislon where the
- Exemination Centar{s) iz located.

- % Représentative of the Regionsl Office (preferakly
tha Fegional Testlng Coordinator andfor a Genaral
Education Supervisor.)

3. Representetive of the HETC-DEC who is primarily

' responeible for the distribution and redrievel of
tacst materiala. The nabe of this repressntative
wlil be furnished Bn the HETC,

% Functions of the committee

L. Determipne the numoer of examinbtion rooms naodod
for the examinetion and designate the Examination
Centar{s}. {Preferably only cne).

24 Appoint and gssign Chief Examiners, Examlners, end
Prociors whe will be recponsibla for the admindistra-
tion of the test. It 15 suggeated that one chief
gxaminer teks charge of not mopo than 30 Tooma,.

3, Safequard the security of all test materials, .Thesa
should e stored in the local PC Headguartars.

4, The HETCADEC wapresentative will alsc =arve as supay-
wisdr on Examination Davy, He/She will collagt the
edcays Taszdt Baoklels amd will ziake 3 cootlmicus round
of B8ll the rooms in- the Examdlnation Center,
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Make an ooular inspection of the building(s) and rooms to be

used for the examination., Coordineste with the Heasd of the
echoel in the preporatlion of the =xamgnatlon rooma al leaslt

a day prior to the scheduled examination,

hssign a confidantial room t2 be used ac distribution and
retrieval center for test meterials on axaminatizn dey., This
rom should he accasszible to Exeminers,

Recelve the tezt materials from the METG-DEC representative

wrtl oz responsible for the securlty of these nmaierials from
Wi Lirer of ttudr delivery up to the tine said materials sre

tormed over to the KETG-DEC representative after the examina-
tlon. :

e st tha sesigredt examinatisn bullding st 7e 00 AWM., or
garlier, on the examination day,

Distrilnetz syztematically the test mzterials 4o iha Examiners
for the rooms assigned to thom, Materials to e distriboted
gTo1 (1) Seat Flan {2) Test Bookletswith aAnswer Sheets fnside

Serve as cansuliant when prozlems azrise dyring the simindstra
ticn of the examination,

After the examinatlcn, recaiwvae, count and check carefully all
teot materisls from the Exarinera.

Al materials, uwaed and uwnused, must be duly. accounted For.
Examiners and Froctors should net be allowed to loave until
they have accounted for all test matarials,

Coll ot the Examner and Progtorfs roport (2 copies) and
WEE& %lkiﬂtféjiﬂf Exnuliar™s Test Materinls AcCountlng Foarm

The uszed ¥nawer fhests, the St Plan, the Exeaminer®s and .
Procior's Reportz, and the Chief Exardner's Taet mteﬂahﬁ;cﬂuntmg
should be pleced in the Examiber' s/Proctors Tramemittal oI
Repert Envelope,

daline Bxamirng

Ba at thefr azzigred exsninztlon room 2t HQ3 A.i., st the
latest, on the axarination day, : .

Recaive the test materiale from the Chief Examimas,

Aoministar tha test in the desfignated room on the scheduled
examination day. _ o

Assion seats to the examinoes followlng the seating arrange-
ment abown in the next pags.



Phyzical arrangement of Exemination Hoom
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It ic imperativa that the foregoing dlagrem
for the seating arrangemént of examinees ba

follovmed,

To fagilitate control of passihg in and aut
- - of the YOOM pAly one door should e heplh cwens
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Read vexy careiully and tollew strictly the procedurs on the
conduct of the examinaticn in thils Handbook.

Maintain the gsecurity and confidentiality of the examination

materdale in yeur custody,

Avold reading newspapsrs or making unnecesssry conversation with
the Prector during the examipation.

Avaid testing oneself er answering or making copies of the examing=
tlon questions. - Anyone who vialates this mll be subject to
aguinlatrative acticn. T ' .

Report dmwedlately o Lhie Clied Easndner or any Security Personnel
in the building aty violatlon of instructions, such as cases of
chaating or any other similar jrreaulacities, Cesurrenca of argy
irregularlty shoeuld be reported in the Seat Plan, under Remarke,

dceount for and return all examination materisls end forms to the
Chief Examiner immediatelv after the examinaticn,

_{l] Lount and arrange all Apswer Sheets cnnae¢ufi?aly arwt

put dnese lnalde the ExaminerTs/Proctor’s lrenemitial Repert

Ewualupe.

[2) Gount and arrange all Test Bockleds consecutively and
put thsce in the criginal plastic bag,

Acovaplish the Examiner*sfProctar's Tranamittal Report.

Auidelines for Progtors

Repowt ta your place of assigmment at 7100 A.M., or earlier en
Exomination Davy.

Read eatefully and follow strictly the examination precedure in
thiz Hamdbook.

Asaist the Dramines in ibie Pullowlng BctivibiesE _

(1) See to it that chairs zre arrenged aufficisntl}y far
apart to discourage cheating.

(2) Ok the 1dentity of the indivicusl examines using
identiflcation raquired for registration or reglstre
tion elip given upon regiatraticon,

{3) Acconpllsh the Seal Plan on the fom furpished. D
not allow the examinees to change their seats aftar
they have been/®551008hcip sozta and have writtan
their gxuminabivn pudbers on the Seat Plzn.

(4] Verify the count of the test materials antrusted o
you for digtribution to the examinese,
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(5) Distribute the test matariale ta the exsminees accord—
ing to tha progedure given 1n thies Handbook.

(6} Submii exceas Test Paaklets and #nswer Shoets to the
Examiner who in turn wlll subimdt thess to the METCAEC
représentative who will go arcund to collact them,

{7) Malntain discipline in the exsminetion reom.

{8} Report to the Bxominer any irreswlaritiss that may
acclr durTdng the sdministration of the sxamitation,

{9 ) Collect test materials sfter the exsminetion and check
them one by one,

d, Accomplish and submit the recuired reports to tha Exeminer.

The retrieval of the test materials require utmost .
care and wigilance on the part of the T3T Comndttee, Chief Examinars,
Exsmineye. and Proctors, The following guidelines should be cheerved.

fly Procter shall turn over the axamination metarials
{Sest Plan, Answar Sheets, and Test Bocklets) to
the Rgom Examiner who shell check the count apd
wurn thesa ovay o tha Chief Examinoer., The Chief
Examdnar shall then make 3 final phyzical geunt
of all the examinatlon materials,

{Z9. The Chiaf Eraminer shall pack these materials by
kind, label the packagen properly, and subrif all
these 1o the Test Committes who shall take charge -
of the ddivery oF zama to the parson [HETC-DEC
rapresentative) sutherized 4o receive them

EVEREY2OLY IG5 ENIGINED TO LXBRCISE UTMET GARE AND

. NTGLLAKCE TO INSLRE THE ASSQIUTE IWNYEGRITY OF THE
EXMINATION AR THUS MAINTAIN INVIOLATE THE FAITH
AMD CONFIDENCE OF THE PUSLIC.

AMY VTOLATION OF THSTRUCTIONS IW THIS 11AHDA0CK BY
THE EXAMIMERS OB SY ANYLODW DURING THE EXAMINATION

.. BHALL EE CAUSE FOR DISCIPLINARY ACTIOM AGAINST THE
FERSCHHEL (ONCERNED .
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Instructicons to Exatiiners oo the
Examipaticn Procadure
The axaminﬂﬁﬂ meat not pe allowad to brino books, nuieﬁuﬁks. caloulators
ot amy aids to the exaninatioh room.
fhe Tast Busklet cengists af twe partst
" Part I~ Exaplnee's Persopal Data
Pt II ~ Test Propar
' _ A. Ganeral Edugation - 9 minutas
B. Professional Bducation = &0 mi.nut.ﬂ&i
T, FPractical Situstions. ~ 35 minites

Part I will be answerad 1n 5 .pinutes, - The time elletted for Part I
ig. .2 houre and 30 minuvtes,

~The exsmines's answers For Parts 1 and IT are to ba written in the

Angwear Eﬂ-ee’g.
Examination Procedura .

2, When the gxaminees are Teady to begin the tast, the Examiner says:

Trogtar, please distribute the Test Baoklots with thedir
- fsorresponding Answer Sheets face down. (Peuse and wsit until
the Proctor has finished distributing the test materials).

bs . When everybeody has been given his/her Test Booklet, the Exemiper says:

Mo, turn QVEII?EUT Test Bocklet. {Wait until evarybody
hes dope this). - Remove the Answer Sheet from inside the Test
Borklat and put it aslde. {Pause.)

© We shall check the number of pages of your Test Baoklet one
by one from the first to the last. If yew fipd any missing
peges or misprints, ralse your hand Bo that we can change yooT
Tezt Bookiet with anothar.

This chocking of pages should be done simultansously with
the Examinen reading out aloud sach pags nianber starting with
pede gna until the last page.,
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Whon all the payws of the Test Dooklot heve been chccki:d,
! the Braminer. caysi .

Wowt rozd the directlons on the inside frant cover of

. your Test Bookiat, {Pauaa.} Glve the E:-pan'linnas 3 minutes

to read =he directione,

.

When the Bxaminer is zure that the Examinees have
understaod tha directions, sha saysi

P

e

Hew tuzn to the next page and begin answering Part I.

" ¥ou.have 5.mlinites te findch all of Pavt T.. Record your

:anawers on the hlanks afier the t:nrraspumhpg m,:rrhars in-
Part I of your Answer EhEE'L

e '

Weita on the board the sxact time Partlms- staTted. Writs
alzc the tima allotments for Part I and Part 11 as wall as
the total time pllotient for the whole tast ofTdle the vl
EXIMiNeEs Ava accw;-l:sh;ng Pawd 1, the: Pnoetor goes around
ad 1equiTos sach sxeminee do wrlte his name in the bex
corrasponding to his seat in the Seat Flan. The. rambez of

_ his Tast Eﬂaklat iz mles :.ne:iica'tg" hElm.r his name,

After the time zllotted for Part I is up the "TAWingr sByss

Nows, we are Teady to start with the Test Proper or
Bart TT. Ready = = = Begin.

lirite on the board the exect time Part II commenced and
the time 1t 1s o be finished, Ton minotes befare the time
is upy, the ExXaminer gays:

You have 10 minutoz mare for the test.

Examingas who £lnlish hefsre the alloutied tlwe 1s up

may ba allowsd ta leave the raem provided they have sub-
mitted their Test Boocklote and Answar Sheotc,
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fa ﬁ.t. the and uf.tha time limit far Part Il the Examiner .E-ayn

. &FPs Pub your pencilsfball pens down. Clese youk
"Test Booklets. Place your Answer Sheat on top of your
Teat Dookicts Plaase wait witil I Lell you 4o ieeve the

TOCHN,

The Pructor shguld assist the Examiner in culleuting
the ner Sheet and Test Booklet from sach axaminee and
in etunting them. . Bxoept For those who finished ghead,
-had submitted their Test Booklets and Answer Sheots and
WaTa a]_'lcluw-d ta laavs, feke surs tha¥ nﬂbg_d_g 1 oxyvcs 'J:.hE

. 1l tha T Bookl ts are’
acconted fors  Double check and ses that' all pages of the
Test Booklaet are intact, The number of Answes Sheeis apd
Test Booklets used should tally with the mmber »f exami-
maas whn antuall}r took the tasf..

e . &ter all tha teat materials have beel accumtad faor by the
P:r:nc‘f:rnr.. the Dxaminer cgysi:

You are through with the test. You may now leave
the room,. -

R




Thelosure No. 2 to Department Memorendum Bo. 100, s 1577

¥

) - %
Examinaticn Centeoze=
for the
197775 Teacher Salection Test

Region I Lacag, Ilceos Novda
Vigan, Hocas Sur

Aegicon 2 Tuguagaran, Cagayan
Bgyombong, Mueva Vizcays II {including Exsminese from the
Divisien of Quirino)
Ylagan, Isabela ,

Ragion 3 Maloles, Bulacan
San Fernando, Pampanga (dincluding Examiness from Angelss Cliy)
Balanga, Batasn
Olongapo City {including Examinews from the Divizion of
Zambales)
Cahanatuan City (inciluding Examiness from the Division of
Maeva Egija)

Region 4  Quezan Clty
Batangas ity linclud:r.g Examinees from Lipa Cltyl
Qusgon Provimse
Galapan, Orlental Hindm:‘c—

Ry hon
Region & Mo requast
Ragion & Mo request
Region 7 LapteLapu City
Region 8  Borotwen, Ezatern Samar

Catbalogan, Samar (including Examinees from Calbayog)

Region 9 Pagsdlan Clty (including Examiness from the Division of
Zamboanga del Sur)
Dipolog {including Examiness from the Di-.ris.mn of Zamboanga
del MWozte) :

Regicn M) Cagayan de (ro Gity
Surtgao City

Region 11 Mo raguest

Reglon 12 Gotabato Cit :
Iligan City lincluding Examinees From Marawi)

Mrganized a5 par reguests submitted Bs of May 11, 1977



