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DEPARTYENT MEHOZANTOH
Ho. 122, 5. 1277

GUENELINES FOF THE SFFECTIVE ADEINTISTEATIDN OF THE
17T MATIOHAL COLLLGE -EWNTRANCE SXedIRATION

To: Feaglanal Directors
Coopdinator, State Collupes and Mhlversitiss
Schoola Superintencatrts
Heads of Frivate Schocie, Collaras and Univorsitics

1. The Ngticnal Collwga Srtrancs Examination (NOIE}  thias year
will Te held on Movembsy 4, from eight tn twelwe o'cleek oson in all
exgmination centasrs throughout the country. Thie OfFice will pely
haavily om the loadershin of the remicrpel directors and the schools
divizion suporintendepts whe shall be vesponsible for tha systematic,
efficient and homeet administration of the MCEE In thelr resnectiva
regions andfor divisions.

2. ' Jdneloaad with this Desartment Yemcvandum are the puidzlineg
for the affective administratisn of the 1%77 FCFE {Inclesure Eo. 1).
The guldelines Ineluds the following impertant aspects cencernibp the
' aﬂmlnlstratlun of the tast:

a. Composition of the Local Cwamination Committes {LED]',

b. Fepietraticn proceduras

2. Determination of ewxapination centers;

d. Sppointment of repicnal atd divisien teating coordi-
natons

g, Appointment. of ¢hisf examiners, examiners and proctons;

f. Puncticne, dutiza and pegponeibilities of the regional
and division teating coopdinaters (RTCSDTC), chizf
exgminers, cxaminers and proctors;

g. Metribotion and petrdeval of test materiales; and

i, Funding smd allowancas of poreammel concerned.

a. The vegiztpation perdcd for the 1977 RCEF {= frem Tune 20

to July 22, Definitely, no extenrion will he pranted, Each sXamipee
w1}l be chammed the amount of five cesos (P5.00) =3 resistiation fue
o oover expenses lncident to the conduct of the examisation. Al ool-
leotiong from. the regiastration fes shemld We ramittad to the Natiomal
Edueational Testing Centar (KETC) on or bedore sugust 31, 1577,

. The total nuober of veristrante by exeminagtion centers, by
eity and provineial divisicns in the reqicn, sheuld ba dubmittad. to

Wi WETC by the sblioolys division suverintendoats on or Lefore  Aupg-
w3t 15, 1977, cnny furnighed the repicmal  director. It is imgﬂ;EEnt




thet this desdline e oot oaw wing sagkine of fhe Lesl ;aterdlals for

EEell pRUWINLG L gt SBT Paiend omtipaly on the availabdlity and
=¢¢ur¢“v ot T’ 1 ; TiTEout such Peones The Allacation nf taz;
Boolilts dar T dTet3Tor pamet o moels ) Lhus cousine dolay in the

shipment ~F U737
5. A ogolecdar of astivitizs [or thoe 0 dnistratier of the 1877
NCOEE iz Zaclascd (Caclouers e, 7). lTor further detailz aleut the
cvacocl ob e WLFEF, sEtecticon i: oInw b= Lo e ExAardypes e T lor '
Hawchoox mid othoer L[uLIrc"Jnﬂ ot mar o siven from time to time

Sy the dational Fducztiocal Testing Tantor (NETS) «F thie OFFica.
Recional direstors end/or acncools divisien su—erioterdan=a soould com-
tast the NIITE, Mamdla, for =2drdie: nm nﬁgnﬁF1n"pﬂnH1umﬂ rhat ray aeise
it. thelr mesecrive reglond ob Civisiaus,

G, okoo_e divislon suterinterdonts should cosduc= a chg=day
geminar in thelr reapective divislsns for the chizf examinsye, exan-
Iters and proctore 2 waek nelove thz sftheduied datszs of the test for
the affective and zfFicient administration of th=s NCEF., Repionsl
tasting coordinziors shoulid coordioate with the sclhiool aivisioon

gutherdtiss oconoerned on the manrer in which those seminars. should
e potdueled Lo achieve toe Cbjectlve ol the NIERE.

7. It Is dusired oot the Iaclosed quidelines be fallawad
etrictly. Ths naczzsary stens should always be taker to maintain the
onptirum seccrityr of the test materdals, tgo mRafesusard itr annfidpntiFlLTy
atd insure the inlegrlte aid 2dcoeess uf ~he exanination.

B. e schoel ofEloizl who mey De invalved directly or indirserly
in any sremealy that would alfeat tha intesrdr of the WCEE program shall
be subject to diEcinlinfry meotion rursuant to certain pertinent. provi-
slons wf T Moo B (Taclosure Fo, 3).
d. Tha full ceoporaliced o all concerned iz imperetive in order
to Insur¢ the sucacss o this orojeoct.

{300.» JULE L. MANOEL

Sreretary of Rducatlon and Culture

Tncls.r_
bz statad

Fefercioe )
Leparptmen™ Wemrrandam: Ho, 137, 2. 23576

fllotment: 1-2-3-4——00, 0, 1-Th})

To e Indiceted in the Terpetval Incex andsr the following Busjectz:

VELRDACE & ClTII0E JErrTenane
f ILE . WPULES & RECULATIONS
AR EMIHATICHE A A e
o3 S ATUDENTS
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The fFollowing quidelines on the various phases of the adminis-
tration of the HCEE are hepeiry mede fer the Informetlon spd guidance
of all concerned s

A, Coppoeition ef the Logal Examipalion Counitiee (LEG)

1. Schools Divisien Superintendent as Chairman.

2, Two (2} mepresentatives from the private schocls $eo be neminmted
by EOCOFEA gr the Mational Privata Schesls Association.

3. & peprasentative from tha sizts tolleges and universlties nonina-
fod by PASUD.

4{ Acsearch, Evaluation and Guidance Suparviser (the Division Testing

. Coapdinater).

5, Voeational Education Suserintendsnt er Vocational Education Admie
nisfetar as ithe ceee may ba. B '

B. Registration Procedurss
1, Who may weqisfer '

Studenta in tha fourth yese high school {imwschoel) wha will
graduate et the end of seibool yeer 1977-72 ar in suomex of 1973
and high sehool graduates [owb-ofwgchool youths) who intend to
erroll in a degros course necessitating =t leest four yesrs of
acadamic study should Fegister far the Hatlonmal College Endrance
Examwinatien {HCEE}.

2. Whan and whare fo regisier

The meqlsiration pericd for the Hovember &, 1977 WCEE will
ba from Juge 90 3p July 25 1977. Definidsly ne request for
axtensien e regisization pardod wlll b¢ entertained,

Fourth year students who are referred fo ag ln-scheol youths
ghoule register with the Offles of the Princlpel of ithe achogl
wliere they are presantly errcllad and should use Bhe Cade Mumber
of their mespective high mcheel mprearing o tha Directory of
Frilippine High Schools (Revised Copy) prapared by the HETCDEC,
Applicants who have already graduated firom the high school amd
who are Teferred to as cuf-ef-school youths, should resister with
tha OFFice of the Schools Divisicn Superintendent An the City/
Provines whara thay reside ard should e the Division Coda,

3, Har o replster
Eggh epplicant showld ecearplish the FOEE Form 1

(Registretion Form} and the ¥COE Farm 2 (Student Descriptive
Dusd tionnaire - 50U) which sre given free of gharge, Ha/sho
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0, "~ The full ccopersticn of all congerted iz imperative in opder
47 Imeme the succece a7 ihis pealecc. ]

~4BER, ] JUAN- L. MANUEL
Speretery

] I'I'I.ﬂlg ¥
A atated.
Rafarances !

Preeidential Decree Mo, 146
. Dapaptment Mmoo, do, 157, s, 1970

Allotment: 1-2-3 (0,3.) (1-76)
To be indicated in the Peppetun} Index under the fallawing subjeqts i
EXMSTAATTON .

WIEE
STUDENTS
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ghauld attach his/her 1% % 1™ eized photographe, one ot the
uyppar. portion and onpther on tne lowsr portlon of the registra-
fion form for idemifinafim drposad 2nd sheyld pay g pegisira-
tion fee of five pescs (B8 E'F:]JT

The upper poction of the registratisn form {Stodent®s copy )
ghould e aiven to the apeiicent, This will serve ag his/her
admission slip and should he shorn o the Examiner/Proctoc on
examination day, and the Lewer poarilon (LEC's copy), tagethar
with the mccoppliehed SD07s gheonld bo ~etained ard turned over
£r the Cffilce of the Schonls Divisian Superiniendent concerodd.
Both upper and lavwer portions of Foom 1 should be stomoped o
mackad PATD apd fnftialed by tha teacher delsgated by the Pripoipal
to recylve the regittration fee.

Sqrting of xegietration forms (LEGTs copy)

The LEC may designate the Division Testing Cootdinatar {(DTE)

to sert out the retaived copies of the Registretion Forms,

tagether with the acoooplished 303¢s #o0 corretpond o the tames

f the registered examiness listed for ezch swamination rodn .

HCEE Farm 4 .or #CEE fogm 4-6). This should make 1t comveniant fer
Examlrers- and Proctors sssigned--to each exeminatlon roem fo- cheek
exzmineges present agelinst the Aegistraticn Form (Student's copyl,
which serves a3 the examdneasd ! EBdmission alips on exsminetlon d=y,.
The stdent™ sopy of the recistretion form feed ot be eollected
AMYMATE

Determinetion and deeiconetlon of Examination Centers

la The Lecal Bxomdma®ion Comcitteo (LEC) shall, en  the beeds of

Cgameenience and of acczesibilhy o Sha maj-::l:ilr;-r of student-
ragistrants, determine iho nonder of ewamlnation centers
tagether with their exact losetion Sonsidering the grea i‘ﬂ '
be aarved. It should 2lse celormime the specific schools and
cletsroome Ln pach saxanozidan ceotsr to 20 wzad during the
agtual adminis Tstiosn of the test, Th]',s rust b done ooly -
#ngugh as the prapzralion of the liss of swaminees feor each
cantter wlll dopend on the deslqration of guch centars, The
maximm mmber of @xaminees assigned to on examination room is

. strictly thicty [30). Agy oueaer heyong A0 should ke assiygned
to another room in a Seoticuler exaDinallon cankor,

2, The LEC myst insire thot poior sxTangsnents with proper schocl
aythoritios be made Lelfore ‘he actual desigodtion end publication
of exapingtion ceoters.
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Ih =z:s»igning regisfered examinecs to examinoilin sentersz,
ghe LEC shall opserve Lk follemlnog guidelines s

1, FPreferably, rozlstaered exsminess from 3 pariicular schonl
shauld be azcizned t8 ancy one exapdnatizn centzr.

2. Megistersd cxaninses whose School has not been desigoated
gt an exapinstion ceorcer fheuld Do xeslgrcd o an exsminztion
center most acoesslhle to than,

Listing af eeglstsred exsmirees

& 1iet of axawirces §MGER Sorm £ 2p JCSE Foem d=f] arzanged -
alphapetically, male first then Fomale, in erch roon te which
thay are assigned in the examinatian certer shall be preparsd in
Four copins by the IEC. The sriginal should ke sent o the WETC,
GEC, Mapila, oot leter <han fpoxet 1o, 15775 one copy to be forwardod
£ tha Rerionsl UFFice and the rest |7 copies} Lo be retalnad by the
Schouls DEvisine Superintendent. At the lotest, = day Zefore the
sxamination day; the two comies vetalned by the Schools Division
Super’ntendant choold be giwen o the Chief Zxaminer, one of which
shourd B posted or the door of the exasudnalion reoi and the other

-t5 ba given or examinstlon day to the Exendnsr who will indicale the

axaminees ' ansper shast rinoss on ke aspropreite coluwmn curdihg the
post-fess aoliviting.

Appojotoent apd assigmmeat of hooional apd Divisfign Testing
Cocpdinatore, Dnlsf Dxoodners, fxanincre and Procrops

1, The R.pimwl Llrzctor shell apreoiot the Resional Testing

- Corrdinatrr (ATC) 2p Rds Begica froo among cho supervisory slaff
in Lhe Rogioncl OFfiecsd while tho Schooly Divizion Suwsaerdntendents
shall apeotnt the Fecesrch, Fvalustion snd Cuidanca Supervisar as

the Miwision Togting Searcitelor (IOC).

A1l expenses af the 2TC ingident to bis/hep coardinaiion
efforts celalive to the adrmiristration of taes 05k shali ba
cha-ged agalrst the sash sdvonse of the Regiooal LDirvector while
that »f the DTC =holl e gharged eaeinct the soch sdvance  of the
Schazls MHvisish Suporintersent.

2. The LEC shall appeint one Thief Fzawipcr for esch exaninzticon
cenlar Spron ameng she sdmindstrative oo supervisaey staff of the
gchonl concerrad o suservite the oflective and efficient
atioistration = the MCEE,
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3, Members of the faculty of the slementary -schoels {public.end
privete) shall be appointed by tha LiC as J:xamnerﬁ to sdplnister
tha KEE, ane for reech deslgnafed oxamlnetlon room to be, assisted
oy 3 Proctar from the second sghacla [pubdle and privatal whe
s l‘lkem.se -;.pp::u:l.nwd by the {one for each I"Jm}-:- In hg gase

grhazl ieacher

cwn studants, If peeslble, each eeir (Examiner and Proctor
ahevwld come from public and/m private schools.

The Testing Caardlnatar [Raglons1/Divisi nn) {8 assigned tn
coordirate, supervise and report on the MBHAET the HCEE was
eondvcied in ais regionddivision.

Duties apd Jesponsibilities

s Coordindtes zotivities relative fo test adpinistrentiob in the
ragion/divieion,

e Expadizes tha transmittal of the gequired forms to tlhe NEFG-OEC,
Manila, bearding In mind the depdline for their submission,

£, Facilitatas commundicaticn channols fram the HETG 4o and fram
the Reglonol OFfine ov to and £rom the Diviefon Office,

de Cnnrd.ina't‘.asl with the preper agency in the division/Trogion to
ensure the smooth, efficient and hopest 1:hn1n13traﬂun of tha
MCEE in kis/her reataot/division.

e. feceives in Behalf of the hoglenal Diractar ASuperintendent
goncerned, plassified and non-glassified test materizls from
the HETC represeniative during the disiribution pcriad.

f. Fagps Tocerds of the cctivitios relative to test E:dninistl:'aumn
. Ao the reglonfdivision.

2y Chief Exgminefs
Tha Chief Examiner is primaeily 2asigned to supervise the smooth,

efficient and honest administiratlon of the HCEE im his/her examination
centor. .
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Comgrdincteon ortivities relotfve %o zext aduinistrotion dn oz
gpecifiod ewaminction contar.

Tg coso tae Chied Tvamdner 9t not in oy manner sonnected with
the supepvisory o[ of the schoeel used 38 epabination cerntor,
hafehe ceardinotes wizsh the prover swdhorities in the prepa-
ratiot of the exarinotlze senter, oxoadiaztion rosms in pardd-
elpe, a doy bofare the scheduled exeminstion day, :

Kpoeiver from the LLC/DTL bafare the axamination dey, o
gopiee of HGES Form 4 (in-schaol voutds) cndfor MCEE Fogm 4-A
(qutmof-schonl youthe) and supervises She posting of cne copy
gey averw doar of the oxonination rosoe in the examinaticn
cemter, Mecrwhile, he sther copy should ke given Soothe
Examiners =n exominaticn <ey, tooether with the LECTs cupy of
the cegicirotion forw ond the accamplisned S5i0's,

Collects Uaumed Tast Booklets with -:r':rEEE‘.;ﬂru:ling Avgwer Sheets
mofore tesl proper attivities begin ard indicates the total
rumber wod *helr serial oombors on the Test Mzterials Accountlns
Form.

Supervines the acmirdstratisn of <he test in the wirious poons
¥ithin the examinzlion conter.

Cocidos and takes actlon on reported coses of toopered naterials
missing fesl hooklsts, and eihar similss irragulazdilies,

Collomts and subrits to *he LECADIC the test moterials inmmodlate!
altrr the Lest,

Submeits 2n evalusticn Tepost on the adeieisdeaticn of the fest
1n his/her exominstion contor giving serbizulss atientien fo
tha seourity aspecl.

Sohmlts the Chist Lxaminer's Transnittal Repert Envelope to
the [EC during the retricwal of =11 koot moterials, This
apveiope should contain the cecanplished Teot Faterlsls Accoun-
ting Forme ang Caicf Examdner's Fvoluation Aopol.

Exapipes

The Exomimer 1is cppointced By thes LED wppn resamoetlaiion

+f the [dvisizn Teswing Corcdiratzr, Hefshe iz asdiigned to
acqindster the HoZE in & fesiznoten eXamination rooi and 1s
responsible Jor the securlly of test paterlzls in hls/ther costody.
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e In comrdination with the Chief Examiner, supervises the
preparatisn of biz/her examinaticn room one dey before the
scheduletl day of examination,

ba Be at the sssigned examitiation *aom net later thon 7:00
elolock A-Me on exomization. doy with the tost materisles amd
forpe peredad in the adminiztration of the test, -

3y Jogethar with the Pi*:mc:f;nr, checks the identificatlien of the
" Individusl examinees throush the pistuse on the LEC's copy
cf tha registration form.

de  Togethar with the Prqctor, assigre sests $o the exeminees
frllowing seating asrancement specified in the Ewamfnae's/
Frostor'e Handbook; cttznds o the sccomplishment of the
Seat Flen by the exsminnes, :

2. Administers the est 1a the desighatcd edemination room
an the scheduled examination dov. '

f. Rosds veary <azefully =znd foliows stristly the fest’ sdminis-
iration procedura in the EeamiteTTs Proctor’s landbook.

Je Seed ko it Thot the Proctor supervisss cach exooinec in
copying the corract =et of eode momaezs and in followlng
the instructions previded in the Exspincre's/Proctar's
Handb ook, :

be Uses seund discratlon in etiending to amgr problems that mey
arife. A& mpuck a3 possible, hefshc should comsult with
the Chief Examingr ziout such crses.

i, In tasas of sheating aod other similar fe=t lrregulari€ies,
carzigs out disciplinery measurcs such af disgualifying the
student coancernsd from taking the iest Frther aftez the
studett hes Agneored two warndlnos given te him or he-,

is  Together with the Feoctar, acconelishes the Examinerfs/
Proctir's Tronehittal) Repurt Envolope. Likewise, ha/she
aceompliches the Test Zwaluation Repoet separately.

. Maintelms the secmwlty ond configentizllty of the test
materdals in his/Mer custody.

1, Accounts for and returns oll test materiols and forms
avtrusted to bimdior by the Chief Exemirer imnediztely
after the sdpinittrailien of the Iezt,
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Accoripliciies the Tas- Materlals Accovsting Faorp,

Bpocston

Toa Fractrr 5 apncinted by the LOC thpough the rocon-

mendetien of the Jivicion Testing Courdinstor to halp the
ExeninoT in a defighated pxoninetion rooi.

Tigs

Ta

da

Jda at the examiraticon Tooh sn h:._._ mrfars the schedyled
time of exdminztlon (5120 AL) on cxemizatizn dev.

Feads sarefully and follows shrdichly She examlrotion
oredioes specified in tho Ex:minar' AProctorts
Handeook, -

Acts 2 o witnecs Lo the Bxaminer's opaning of the plastic
oaa contalning the test baskletz,  Fadividually, ezch
Mgt serlify inoine Test Evaluztlon Hepoc® the condition
ci the conteris of the Mndle upon itn opending,

fneizts the Zwaminer in thr folicednn aetivities @

(1} Cazries test supnlies and meterials e a1u frem the
cxandlnatlon oo,

{2) Zens Lo it that thalrs are arra azed sufficiently far
enough o flscourage cheating,

(3] Froperly cdwits zne identifles toe examimees ze they
' prter the sxenipation room,

(4] 1H“ifies tne count oF the lest oeterials entrus ted
Lo biifber for distribution te the examinees,

(=) :Distwfbules e Leut materials to the oxamineas

accarding 4o the propedire specified in the Sxaminer's/

Progter e Fandh zale,

{#) Supreadgmes cach examinee in copying tho corract sat
af .code nunbers.

{7) Mairtairs discipline in tha examinasicn room.
(8} Caliects the teid materials,

(8} Eeparts i-regulapitise thot oy azcur during the
atministration of tha toci,
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(5} Reports irregularities that mey acour durtng the
gdministratisn of the test. ) _

{10) Randrre other forws of nssistahca which.may be Tegui-ed
: by the Examiner durlng the tact sension.

{11) Together with the Examiner, aceouplishes the Examlner's/
Practar's Trapamittal Report Envelopa, This envelope
ehould bo szaled uveing the METL-DEC sesl tape, in the
presence of the Chlof Examirer, 3oth Exemioer and Proctar,
after sesling the amvelepe, should sign acroes the tape
sareral times. The follawing ere the contents of this
envelopa

{z) WUsed amawor sheets, a-rangod congesutively accerding
ko serial mumbeTs .

(b} Used Student Descriptive Guestichuaizes (SDO%s)
alsn arranped consacutdvely by serial numbers.

(g} LEC's copy of the MCEE Form 4 or MCEE Fopm 4-A
indlceting the angwer sheet number of each examinee.

{d}) Seat Plan}

{¢) Test Evalustion Report of the Bxaminer and the
Procior. ' _ -

[12) The Examinsr and Frocter should sccownt for all the wsed
teat bocklets. Thay should arrange them .onsecutlvely
acoording. ;o sepris)] numbers to be placed lhside ihe
plactic bag, Tn the prezence of the Chief Sxaminor thay
shauld reartange cotsecutlvely according to serial rnambers
the usad and vnused test bocllets =eturned to them by the
Chief Examingr. The cpen end of the plastic hag should
be ttapled securaly,

I. How the fest booklats srn paecked
- 1, Tha #est is In e booklet foam marked with s b-digit sepiai rruibyen .

2

Tha test hooklets with the answar sheet= incerted, are sesled in
plastic bags ky 3€'s and S's. A zheet of paper ineide the plastic
brg indicstas the serlal oumbers of the teet booklets contained
tharain ' '
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The plastic bags ore pecked in —rates of car .ote and asslgned
o A partiogiar Diviszion., Fach carion or crate iz labelled,
strapped with steel bamd and/er soaled with taopes cizmped
with 3 specisl 2ETG-DEC menling tape. Inside each gecte or
gartcon are -perulional frems such as the Cxaminar's/Prectorts
Trangmittal Fepcrt Urvelopes with fwe copies aof the Test
Evaluaiion Repogt and 3 pafpof veallns tapes.

E;E‘I_I;I bu'tj o ppd EgEic’-‘;‘."ﬁ‘l

The distributicn and rotedevsl of the test materlals reoqulze

vtmest sare, diligence and .dnilance on the part of +he LEC,
Regiona} and Division Vestiny Cogrdinatorz, the Chief Examiners,
the Examiners znd Froctors to ergygre the confidentiallty and
gectrity of the test mobarlals and fo maintain the integrdty of
the MEE.

Distributlon Fhase:

Le

2,

3

The Hational Educotional Testing UCenter, DEC, has the respon-
zibility of shippins the oot bookiefs 1n crates er cartors
to the Renional Divectsr & Sehnola Dyirion Supsrintendents
as the case may e. In ceRe the oretes ar carfora are shipped
divectly to the distribeiion cenier, the Schools Divisien
Supardintendent of the Mvision where the diztributlon cepters
1s Jovated, will zact as the remaesartelive of tho Raglional
Drector to distribute the alloseticn fer cach difvisisn, The
Regional Di-ector or his authorized reprecantativae, howewver,
should supervize the turncver of the test materials %o the LEC
Chalrtan gr his agthorized “eprocsontative,

£ftar the fett materdimls are turned over to the LEC, the
storaqe znd saourity of the waterials become the resporsibdlity
#f the LEZ, In this connestion, the LEC Chelrman is adyiaed
to coordinate with tha lgcal AFP ar AISA personnel o0 security
matiers,

Froagedipe Frr the firfacvar of ths fest meterialse

2s The Regionzl Directzr s fhe desiznated Heglonal Testing
Goordlneter ar the Suyperintandent in charge of the diztreibo-
tinn eentcr, trns cver the moterials e the LEC Chairman
o vivislon Testing Coordinator. The LEC Chalrman or
Dvisign Teoting Scordimatar verifiss the meber of boxes/
cratrs received zgainst the nuiter specified in the Dellvery
Torn in the poesence of LEC mewders Lrraaking the seal,

be The LEC Cha'rmar, the Dlvisicn Tenting Crordingtar amd-the
LEC members should devise s schepe for the distrlbuticn of
tha 1teast materdals to the Jifferent exsmiration centers in
the Tivision choerving sirlsl seouwliy peaeures. As much
as poaniole, these materials should be turned over 4o tha
Chie® Examiners tight on the examivstion deve In 2ome
speclal cases when tho examinatisn canter Is far frae the
LLC Distribution Center, the LEC Chairman should we his
smand discretion in turning over the test moterlala
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test materials teo tie Chief Swamlner of that particolar sxom-

tnation canter, with The gogupdty »F the teut matarials and
integrity of the MCE= as prime considerations,

¢y The Chief Ewaminer verifi-as- tha count 2f test maisrials recolved,
breaks the sezl in the prezente of the Bxaminers on examination
dey and distributes 2ald tast materials o then.

de In oll instonces, the recedver verifias tha count of the tesd
materials recelvod fram the HETC o toe [He=trlbutlon Centor
(Dellvery Farm 1), &o,the LEC {Delivery Furm EI), amd to the
Chief Examiner and vice werza (Test Materlals Accounting Form},
For the tarnover of “est metoricls from ihe Chief Examinor o
the Examinepa and vice wersa, the Tost Materfials Accountiag
Form nlsc should be accooplished,

Hetrfoval Fhoges

l.

Za

After the exominetion, the Exomliner ond the Procter verify the count ofF
the test metorials, They chegk the cunsscutive arrangement of the
tast bocklets ascarding to zerial numbers ond after having condicmed

 thot the pogos of cach test bookiat arc intact, return them to the

plastic bags, Thae plastic bhag should be stapled in the vresehce of
the Chief Exominer, Likawise, the ssntents of the Dxaminer's Froctor's
Transmittal feport Eovelopo should be verified by the Chiaf Dixaminer
before the envelape is sealed, The Exominer and Procter must sign
ncrogs tha seal extending tc the amvelopa,

The (hief Bxaminer shauld regzive from the Sxamings and .
the Froctor tha fallowing fest notarials: .

A, Tost Booklete

By Examiner's/Proctur’s Tronsmittal Beport Envelope with S4s contents
propercly accoutted For.

&, L' pretian of the registr-+lan forms, Logethar with the
Examiner 's/Procter s Hendbhook =nd WEE Farm 4 ar WCSE Forvn g=&
(dstached frem the door), for sofckesping and future reference
at the Division Jfflco.

. The LEC Ch::iman, the TG, mnd the sther oedberz of the IEG sheuld

raceive from the Chiaf Gxaminer the follewing:
Ba Plnsti.c -'Jags contalning wsed and vhosed test hoaklaete
b Examiner?s/Proctar’s Tromsmittal Roport Envelopes

#e Chisf Examiner's Tramsmittal Report Envelepo
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de  Ewaminer's Sfroccorts Foadbook, togasher wizh the LETTs cooy
rugld e Liong foums cnd WOCEE Fremg 4 or HCEE Form def Zotachas rrm
the Coms of the exeninetion rooms,

The LEC Chadrman, aseisoted by the OTT and the LEC wenbers, super-
vizoe the sorting oot of the me-erials received f—mm the Chicef Exa-

 Lner,  They should sea tn it that the plastic hags of tost hoakiets

ors packed 1n arcotes or caztzna, The Chief Exominer': Tronsmilttol
RAegport Snvelspe sheuld he pecked 1n o sapernte cazion whengver pozsibie
for trensmittzl to the METC, lanpile, Hewewes, the gther forme such os
the Examinee's/Pracltor?s Hendbook, the LEDV: sopies of the reglstrotion
forms and the WCEE Form: 4 or Form 4-A spould be laft in the Divisign
Ofzdice fir safekuerdrg apd reference. .

The gctesfoortons Jer toanseditinl 4o the SETC will then e delivered
to the Reglernl Clrecter v o hiz cutharizes representotive in the
distributinn/reirievel centar for storooo at the B0 Haasguarters, Thess
materlzls will b picked ug by the JETC representative within thras (3)
deys oafteoc tho =xeaninstion day,

¥, Fupding and Allowence of Pee—sonoal

1,

2a

Js

All Ekpgﬁa‘-e@ incidant to the odminiceizaflan of the 1977 SNOEE within the
Divigion it chorgeztle agadnst the cosh cdvones 57 the Scheels Diviaion
Surarirterdent copcerned. The Followlan mode of povinent on allowances
should be ohoeried:

a; LEC mephers, Divwision lesting Cscedinator, Chief Examiner anpd
schonl Hoad of the exeminction cepter shauld be given P00 gath
ol examinotizr day. )

by Eomiper: epnd- Progtors should be given PLO,OD cceh on exominatisn
day afnd ane day service cedit ewch for publlc school perscnnel.
Personnel From-the prlvafe schocls are cowared by the rules ard
raydlations oF thelr respective Boced of Trusices,

Alloimont for clecieal sszittahes for eoch Ddvisdlon {ZEC) is one dosual
raplayns Far o perlod of £ive (5) vk, wreferably fron Adgust to
Dacombier, in sccopdznce with the mintmirn wooo Low.

ALL rmxpenses lncuread By the persaine]l -f the Tagion insideat to tha
gominiztotion of the 1977 NCZE within the Regizn is chergeskle ggoingd
the czeh zdvenee of the Asgionnl Dirnetoe concernsd including PA0LCO
allpmznce of Legional Testing Cocrdincicr on the sxominztion day anlys

Tzovellins cxeences of ~opoesardztives of the Divisicndiegich ineurrad
in attending RZE Reglonel Tralmdng Sominars will be chernoable to the
cash advzace of the Dlvision or Heslonal Offices, respaotively.
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Je  Puymenlt of above-stated expenses is subject to availability of funds
glven 35 cash adwance to the Reglonal Diregtors and/er Schogls
Division Superintendants and the usunl accounting and euditing
regulations,

For further detalls, please refer to the Examiner's Handbeok and
other instructions given {rom tfpe Tz time by the METD. In casa of daoubts,
Raglonal Dirceters and/or Schools Division Superintendents may contact
MEYC, Department of Educatfon and Colture, lianila, for advice on spacific
problems thet mey arise in their respective regiong/ddtwixions.

It is requasted that these quldelines be followed strictly and
glven gromptly attentlon, Mecessary =tepe should always be taken %o
sateguard the test moterisls and insure the intemrity of the ™CEE program.



Inelosure Mes 2 of Depi, Mema, _1322 . =, 1997

CALEADAR OF ACTIVIZIES FOR THE 19'77 WZE

May 1-31, 1977 4 » » + « .

Junﬂ B‘E{}illgﬂ ¥ & 4 B +F

June 20 - July 22, Y997,

Auguat 1%, 1977, L L - . .
Auguat 21, 1977 L. . .

September 2, 1977 . . ..

Cotober E-Hov, by 1977 o o .

Novembor &, 1977 v v + » o

Hevember 7-8, 977 4+ . . .
dovember B=13, I97F L, . .

Novembor 7 - Dac, §, 1977
Movember 7, 1977 - Fob 28,
1978 e v a v e o

}-'i.ﬂrﬁh 1“112'. 1978 . + . . ow

March 1631, 1978 o . . .

Frinting of non-alasslfied FCEE fores

Bhtpoent of HCEE forms to School
“oivisions

Registretion period

Dgedlire for subkaissien of =eguired
raporgs to the METC, CEC, Manila

flgmittance of registration feee to
the HETC, L33, Lanila

Cocrdineting cotfurence wl Eh ymvarmment
ogunelics concerned relative to the
seturity of the ZEE project

Dt sprituticon of WoRE E1a$5i.fi:-rd materials

EFfITCATTON Dy

rietrieyal of MCLE materdels from
examinotion centexs and delitvery fo
reteioval conters

Aetricval of CEE materials frean
retrieval centors Iy (ETC represen-
tatlivas

Hztchine of WGEE :npowoer shoals and
turnsver to W

Frocessing of thst results

Eiaggered turpover of MCEE Notdficatlon
S1lips ta the METC and inventaery eof same

Distwibution of MCEE Motifigatlan Siips
tn Sekool Divieigne



