Republika ng Pilipinas
(Republic of the Philippines)
MINISTRI NG EDUKASYON AT KULTURA
(MINISTRY OF EDUCATION AND GULTURE)
Maynila

July 2, 1980
MEC MEMORANDUM
Noe 144’ Se 1980

1980 NATIONAL COLLEGE ENTRANCE EXAMINATTON

To: Bureau Directors
Regicnal Directérs
Scheols Supermainiendents
Presidents, State Colleges and Universities
Hoads of Private Schools, Colleges and Universities

1, The Nataonal College Batrence Exmmination (NCEE) will be admine
1stered on November 9, ffam eight %o twelve o'clock noon n all cxAmie
nation centers throughout the country, fThe regioial directors and the
schools siperintendents shall be responmble for the systematio, efficient
and honest administration of the NCEE an their respective regions andfor
davigions,

2o Inclosed are the guidelines for the offective administratior of
the 1980°NCEE (Inclosurc Noe I)e Attention s invited to the followang
inportant aspectss

ae Campogation of the Local Exmination Committee (LEC),

‘be RoZistration procedures,

e Determination of examination centers,

de dppointment of regicnal wnd ditaision testing coordinatorss

¢e dppointment of chief examiners, examiners and prootors,

fo Runotions, dities and responsabilities 6f the regional and
division testing ooordinators (RIG/DTC), chief examiners,
cxaminerd and proctoras

ge DMstritution and retmeval of test materialsg and

he Funding and allowences of peremnel concernods

3e It ie désired that the guidelines be properly studied and strictly
followed to forestall the recurrence of probloms encountered in the adminige
trataofi of pevidusNCEBs. Stéps should always be taken 0 keep the optirum
secursty of “the test matorials, safeguard thelr oonfidentiality and insure
the integraty and suooess of the programe

4. 4 calendar of the verm.ous activities pertinent to the admadise
tratiof of the 1980 NGEE is 1moldsed (Inclosure Noe 2)e” For more details
about the conduct of the NOEE, attenfi-n 1s invited to the Exammér's/
Prootor?$ Handbock and other nstructions that may be gaven from time to
timé by fre NFTC, Regional directors md/or ochools supcrintendents should
dmtact the NETC, MEC, on speoific problems that may arise in their resreos
tive regiong or divisionsce
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5a NETC teams w111 confer il thé reglomi and/or division testing
coordinators in each region/division on the proper administration of the
1980 NOEE, following & schefule shdwn in Inclosure Nos 3e They will famile
iarize thé testing coordindtors with the new’Ancwer Sheet and*with the use
of the optical scanuer.in the correction of t‘lem, angwer shee-to.

6 The registration period for: the 1980 KCEE is from July 1 to
August 15 No extension will ¥e granted. Fach e¢xaminee will be Shirgdd
five pésos (P5s00) as registration foe 1o cover expenses incident to the
donduct of the examinaticns Hach schodl frineipal will remit the Fegise
tration feeg of his parficular schcool to the schools puperintendente . Cole
lectiong should be remitted by the sthools superintendent directly to .the
NETN, Ménile, of or before August 31, 1980, indidating the number 5f row
gistrants accep-{:etl in the division cdncerneds It i imfortant that this
deadliné be me-b g the printifg and the packing of the test materials for
cach city or pz'o-.n.nc:: will ontirely depend ofi the a¥ailability and adouracy
of this report; Te data sheuld not be oloated ns this will affect the
ran:.-t-ta.nco of the regxstmt:.on fees and the packing of test bookletse

Te . H:Lgﬁ school graduates of March 1979 dr summer 1979 who did not
énrol during*the mohool year 1979-1980 should takeand pess the NCEE if )
thay desire to onrdl if a degree course of at least four (4) years of studye
The privilege granted through MEC Order Noe 27, se 1979 is no J.ongn.r walid
for Surmer 1980 and school year 1980-1981 and thercafter; as ped MEC Memom
rondum Nos 97, e 1980, However, the high school graduw tés menticned nbove
who enrclled in four-ycar or more degree )rograms diring the sohdol year
19791980 need not tike another NCEE. They cvan continue their studies until
they have ccmple-bcd their chosen degree émurses. Thoso who have enrdlled
in a féursyesr or more ddgree ocurse in the séhodl foear 1979-1980 btut de=
0idéd to transfor to ancther collere/unlversrty to take ancther course r
contimue their original course’need not &lsd take another NCEE bebause théy
have dlready established a vested right to the privilege granted them in the
directives )

8. Any séhobl official who may be invdlved directly or indirectly

in any’adomaly that 'would dffcot the ifitdgrity“of the NCER progyam shall be
subject tc dimeiplidary action purmuant to certain provisions of PeDe Noe 6,
".inclosed with Department Order Ivo. 47, 2e 1972 on d.:.so:.plme of gcvarnment
oﬁ‘xc:.a,ls and - ¢mployeess

9e Te full cooperation of all ccmcerned is enaomed to insure +he
success of this projects

{SCD.) QVOFRE D. CORFUZ
Minigter of Bducation and Gulture

Inclse.: As stated .

" Referencess Dopartment Ordert (Noe 4T; e 1972) ; :
MEC Obderi(Mos 27, se 1979) - ST
Department Memérandums Noe 122, 8¢ 1977
MEC Memovandums (Nos 97, Se 1‘980) .

Miotments Iwowd=di~(D.Ce 1576)

To be indicated in the Perpetual Index under the follewing subjectss

BUREAUS % OFFICES FEES OFFICIALS
EXAMTINATIONS GRADUATES RULES & REGULATIONS
LECISLATION STUDENTS



(Inclosure Noe 1 to MEC Memorandum No. 144, s. 1980)

. GUIDRLINES FOR THE ADMINISTRATION.OF THE 1980 NOEE

A, Canposi-hion'of the Local Examination Committee (LEC)

B,

1.
2e

3

4s

e

6

Schools superintendent as chairman
PC Commander as oe=chairman in provincilal divisions .

Two (2) ropresentdtives Trom fhe private schoold to be nominated by
COCOPEA or.the National Private Schools Association . .

A represcntative from the state colleges and universities nominated
by “PASUC. Ifi“the absance of PASUC the &hairman of the Local Examie
nation Committee.may appoint a competent supervisor of the division

Researchy evaluation and guidance supervisor (the u:urls:ton testing
coordinator) . u .

Vocdtional “school superintendent or vocaticnal school adminige
trator as the case may be

R%J.stmtmn Procedures

le  Who may.register . .

2e

Studénts in the fourth year high school (J'.n-schoo'r) who will
graduate at the ond of “school year 1980-1981"or in summér of*1981
and high school graduatos (outmofwethool Fouths) who intend to
enroll in 4 degree course nécessitating at least four yéard of
acadenid study should register for the National College Entrance
Examination (NCEE)e .

When and where %o register - . . ,

The rogls‘ﬁr:»tmn period for thd November 9, 1980 NCEE will
be from July'l 4o August 15 Definitély nc request for extension
of the registration.peried will be -entertaineds | . -

Fourth‘year &tudents who are Peferred 4o as iné“-schocl youthg
should “register with the office of the principal 8f the school
whefe thoy are Presently enrolled and should use the obde number
of their respective high school appearing in the Divectory of
Philippiiie High Schools (revised obpy) prepared by the NETCwMEC,
Applicants who have alveady graduatéd from high séhool And‘who arc
referred t5 as out—ofe-sohool Fouths; shoild register with the

. Office of the Schools Superintendent in the city/province where

they.regide and should use the Division Codc Numbors
How :ho rogigter © . o -

X

* Ehoh applicant should a.cccmpllsh tnm NCEE Form I (Regise
t#4tion Form) whish is given free of charges 'Hofshe should
attach his/her latedt 1" x 1" size photograpf, onc on*thé upper
box portion and anotfier on *the lower box of the registration
fordi, for identification purposes, He/she should poy o regis-
tration fee of five pesos (P5.00).
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The upper portion of the regigtration form (student's

oopy) should be given to the applicent, This wlll serve ag

her admission slip and should be presented to the examinen/
prootor an exemination day; the lower portion (LECYs copy)
should be kept in the Division Offices Both upper and lower
portiong of Form I should be stamped or marked PAID and initialted
by the teacher delegated by the principal to reoeive the regioe
tratio foese The date shoald likewise be indicated.

Oe Sorting of Rgi.stra:bicm Forms (LEC*s ‘oopy)

The LEC may designate the Divislon Testing Coordinatér (DIC)
to sort out the retained ooplem of the Registration Forms to cor—
respond with the NCEE Form 4 or 4-d (List of Registered Ezaminces
for eaoh examination room). . This should make it oonveaient for
examiners and proctors assigned to cach examination room to cheok’
examinees present against the Registration Forms (Student's oopy),
which gexrve as the examinees?! admission slips on examination daye
The student?s copy of the regigtration form used ag admission glip
need not be.oolleoted anymores :

De Detexmination and Designation of Exemination Cepters

ls ™e Local Bramination Committee (LEC) shall, on the basis of

oconrveniance’and of aocesslbility to the majority of studente -
reglstrants, determine the numbor of examination centersy tow
gether with their exaut location considering the area to be
serveds It shall also determine the specific sohools and olase—-
roomg in cach examination center to be used during the actual
administration of the tests This must be done early enough as
the preparation of the list of ezaminees for cach center will
depend on the designation of such centerse The maximum numbexr

of cxaminees assigned to an examination room is striotly thirty

- (30)s Any mumber beyond 30 should be assigned to another room in
a partiocular examination cemter using the altemate examiner or
prootor to conduct and supervise the teste The LEC chairman
ghould exercise his gound disoretion in the creation of new adm
-ditionzl examination center(s) whioch must be created within the
limit of the NCEE cash advance allotted to the divisione

2« The LEC nmust insure that prior arrangements are made with proper
#ehool authorities before the actual designation and pu'blloati.on
of examination centerse

B ‘Assgment of Expminees in m:.na-ticm Centers

In asgigning rogistered examinces to examination centers, the
LEC-ghall obseyve <the following guideliness

" Frefexably, registered examinees from a particular -ohool should
be assigned to only ome examination center,

- 2 Registared exmminees whose school has not heen designated as an
examination center should ‘be assigned 16 an examination ocenter
moet accessible to theme
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of ered Examinces

4 list of examinees (NCES Form 4 or NCEE Form 4=d) arTanged
alphabetically, male first then fanale, in each roam to whioh they
are asaigned in the examination oentery shall be prepared in Pour
oopies’hy the LECe The original should be sent to the NETC, MEC,

» 1ot later than ugust 31, 1980, one copy shedld be forimded
ta the regional offioe and the rest (2 copies) be retained by the
sohools superintendente These should be given to the Chiof Expimine
ary one of whioh should be posted on the door of the examinatim
roan and the other to be given on examination day to the examiner

0 will indicate eaoh examineets Angwer Sheet mmbor on the appro
priate oolumn during the pogtetest activaties,

HOEE Formg

1, NCEE Form 1 = Registretien Form acommplished and filed hy
the NCEE applicant.

2 NGEE Form 2 - List of hagh gohools rarticipating in the NCER.
This is 2 cheoklist of high schools with their
Tespectave code numbeds whioH will be uged o

Lt e oyt Heh sohoals sn

3e NCEE Fomi 3 = List of fourth year enrolees by ages and addrosses.
4e NOEE Form 4 = List of regisbered inmeohool NCEE applicant per roam.

Se NCEE Form Jumd = Ligt of registered cut~ofegohool NCEE applicants
per rocme
6o NCEE Form 5 = Ligt of genination centers, addresses and total
mmber of applicantss Tis fomm is the basis for
packing materials, hencey acouracy is vemy importante

Te KNCEE Form 6 e Ligt of axaminers and prooctors,

8¢ NCEE Form 7 - Sumary of actual examinses by room/school wathin
the Exmmination Centers

9« NCEE LEC Camposition

ALl the above forms/reports should be sutmitted to NETC on
or before + 31, 1980, oxcept NCEE Form 7 whioh wall be sube
mitted by the ohief oxaminer after the examination,

le The pegional dureotor shell appoint the regronal testing coordanator
(RTC) in his region fram among the eupervisory staff in the regional
office; uhile the schoole superantendent ghall appoint the researdh,
dralua and gnidance supervisor ag the Gavision testang Coordi-
natar (DTC),
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* A1l expenses of ahe RTC rela-blve te the administration of

the MATE shall Be éharged againgt the cash advance of thé reglonal
dipsctor while that of the DTC shall “be charged againgt the cash '
advance of the schools superintendents :

- - a - -

2¢ The LEC shall appoint one chief examiher for each examination oenber
 fran among the administretive or supervisory staff of the school
poncerned to superviga the effective and efficient administration
of the NCEE, Chief dmminers who wore direotly or indireotly ine
volved in same problems which somehow affeoted the administretion
of pravions NCHE should not be reappointedas

3¢ Members of the faoulty of the elementary schools (public and private)
: gh2ll be appointed by the LEC as emaminers to administer the NCEE,
ane for eaoh designated examination room to be assisted by a prockor
fron the secondary schools (publio or private) who is likewi.se ap=
pointed by the LEC (one for cach room)s However, in cases where
the seoondary school teacher has been invelved in previous “admind o
tration of the NCGEE and the clementery teacher has no experience,
the one with previous experienoe should be assigned examinere (I
no cage should & ssoondary sechool teacher be assigned to watch 1
% OWll STUDENTS. if poserible, cach pair (sxaminer snd progbor
o ould come from a public and a private school or vige Verste
Ie F(mo’tims Tutios and Respopgibilities of the Regicnal’ Test Cobrdie
natorg, Division Tegling oord:.nators, Chief Bramineps, Examiners and

Egoot
MD:W:LSJ_,M Tesghﬂg Coordinators :
The testing ooordinator (regiomalfdivieion) is ass:.gned to
ooordinate, supervise and report on %he manner the NCEE was oonducted
in his regim/divisime

_I_)g‘bies. a,nd'Responsn.bilrhes ’
ae Coordinates activities relative to tost adminigtration in the
. ‘regiom/divisione ,
be Expoditos the trensmittal of the requlrcd forms to the mc-mc,
Manila, béaring in mind the deadline for thelr suhmxseion,
August 22, 1980,
. Ou Faom#ates commnicaticn chanmels between NETC and the pegimal
. offioce or between NETC and’ the divisimm offices
de Coordinntos with hame=moom teachers through their respective
prinocipals on the studenis® orientetion on the new %eekmolozy
‘an fhe use of the auswer sheet to be ocorsected by the - op'hda.l
. BOAYNAT,

cs UOoordinates with the proper agency in the regicm/divmsn.on to
ingure the emooth, efficient and honest administration of the
‘NCEE i% his/hor region/division. '
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fs- Reoclves in behalf of the regimal direotor/ Buperintendmt
oaoarned, olassified and noammclassified test materials from
the N‘E'I‘O representativas during the dismmtim perdods .

g. Kagps reooz'ds of the aotivi‘l::.es rela'b:.ve $o.best administmttm
4n the regianfdinsim.

: " fhe ohief examne:i:- is primarily assigned to sap se the amootly’
M'E a.nd honest” administm‘t:.on of 'hh.e NCEE :.n her axamination

8. Gowdimtea s.c'l:ivitiea re.'la‘bive 'to test a.dministmtim in a
spemi.ﬂed emaminatim ecantere - -

%- In case. the ¢hief gmminer is not :amnea'bed with the aupuﬁ.eow o
.gtaff of the sqhool used’'as examination oentery he/she coordie
_neckés with: ‘tHs proper -authorities in’ the preparation of the ~-

mnination oentor, examinaticn rocmie in partioular, a day be-

‘.fm “khe gcheduled a:mmina'i'r‘ on day, November Jy 1980;. o

T B
6e Roosives from: the Lmﬁf.’DTC before ‘,:he e:zam:imti,m day, two ooples
: of-NCEE Form / {inmgciocl youths)"and/on'NUEE Foits, i (dut- '
oPmgtliool youths) and superviea. (o slvlin “of e Sopy om -Ixhe
Qoop & every ezfinination romm in 'rhe axamﬁnaﬂm ocnters l(ah\-
while, the’other oopy ‘should be given to the oxaminer oo examie

nation dayy “together with the LEG's “copy of the Regi +lon e

d._ Uau.aoi:s wimged Tert Dooklets with corresponding A
“ befare test proper activities begin and indiddtes: 4Hé total
" wimber end the warda) ram bc“s " ‘hhe Tast I-i.ater;.a.ld Aoom‘ting
 Forme -

o . Shparvise the sdministration O the tes‘t in ‘kha  various roms’
" w.‘l.thia the emi.nrhon cénbams . ¢

t. Deciﬂ-es and’ “fakes action on repcr’ked cases qf 'bamp@ed. mata'i.a.ls,
missing 'f:es'h bcokle iey and other s:.mi]m- irregu.‘lartt:l.es.

&' Oolleots and Submits %o the LEG/DTC the Yest mate.eials :I.med.‘..a‘be].v
. aﬁer the tozbe

‘he - B.:.‘rmi ‘an eveluation repu"-** oo the admm:.s'b:-atiun of the test
S 4n he.. examination oen‘ber gi'v:l.ng par‘cim.]a:- a.ﬂentim to. the
\samity agpiobe.

Sutmite tha Chief Examinerte 'I‘mnanrl:tal Report mvalope %0 the
‘LEC during the retrieval of all test materialse. " This azmvelope |
should ontein the acoomplished Test Materddls Aooamﬂ.ug Forme
_ o g, ‘kha Ghief Ezaminev-'s Eualuaﬂcn Roporte | _ .
m‘w is appo:m‘ted ty the LEC upm reemmdatim of the
ld.ﬁ.d.cn tosting coordinatore He/ she is assigned to adiminigber the .
NCER in a designated room and is respousible for the seourity of test
P‘teﬂals&nh'iefhe_ onsbodye e :
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Dut d_Regpansibi lities . : .

: ‘ae In cocrdination with the chicf ezmminer, mpew'is:as the prepara—
tim of his/her examination room one day 'before 'I:he schoduled.
day of the administration of the. teste

be Bo at ho assigncd cxaminabion rocm not later than 7:00 ofolook .
Ay on ex@mination day, with the test materials and fonns needed -
in. the administration of the teste. . .

os - Together with the prostor, checks the identification of the o
individual examinces 'bhrcu.gh the p:.c-lmre on 'bhe LEC's oopy' of
‘the Regis’tra'b’on Forme . :

de-  Together with the proeto:-, assigns scats %o the examinees follo»- :
: ing the seating arrangements specified in the Examiner's/Proctorts
,Ha.nd‘book ‘attends to 'bhe accompllsl'man'b of the seat plan ty -the
: axaminees. ‘

‘e Admﬁm.sters the test in the dem.gna'bod examina.t:.m room tn the
. soheduled examination daye

‘fo Reads very carefully and follows strictly the test a.dmmistra'tian :
. . prosedures in the. mmmer's/?rootor's Handbooke

' -g\." Seeg o it that the proctor supemses eaoh eminee in oo;:yi.ng .
. the oorrect sit of code numbers and in following the instmotims

: _provided in the Examiner's/Proctorts Handbooks -
he' Uses sound disorstion in attending to any problem that may arisece

.. "Ag mugh ag possible, he/she should: ocnsu.l'l: with the Chief. Exam:.—

. - ner about such cases

iy Together with the proctor, aooompl:.shes the rveport on Exam:iner'a/ '

Proctarts Transmittal Report Enrvelopese Likowise, he/she :

.. acoamplishes the Test Evaluation Repord sepa.z-atelyo ; R

» je Maintains *he scourity a.nd omﬁdmtlalz.ty of the test matex-:.als

© . n hig/hor oustody,
'ke Acoqunis for and returns all test materials and forms emsms'bed

%0 him/her hy the chief exammer immed:ate]y af‘ter the a.dmi.n:la-
tretion of the Vest.

1a Ammpl:.shes the Tost Naterials Acoounting Fome = -
' . The proctot is appointed ‘by the LEC through the recommendation

of the ddvision - eibing coordinator to help the examiner in a '~
- designated emamination roans - .

Duties and Regponsibilitioes . .
ae Bo at the examination roon an hou_r before the schedu.led t:une of?
‘ examination (8:00 AeMo) cn cxamination daye

. “"bv- ‘Reads « carefully and follows a'bric‘l:],y the examination proceda.u'es'
spoaified in the Emmmar“s/?rcctor‘s M‘book. g

R
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oe Acts as a wiinass to the examinerts opening*of +the plagiic bag

the test bookletse Indavidually, cach muet certify

in the Tegt Braludtion Report the condition of the cambemts of
the tundle upon 1ts opening.

1s Agglats the Bmminer in the following actavitdest

(1) Carries test suprlies and matersals to and from the
examnation room.

(2) Sees 1o 1t that chaars are arrenged sufficiently far
anouch to discourege dheadding.

(3) Properly admits and identifies the examnses ag they
enter the examination room.

(4) Veriries the count of test materaals entrusted to
hin/her for distritution to the cxamincese

(5) Distritutes the test materaals to the examinces
according to the procedure specified in the
tor?s Handbooke

(8) BSuperviscs each examinee in copying the ocrrect set
of code numbers.

(7) Maintains dasoipline in the examnation Tooms
(8) Collects the test malerialse

{9) Reperts irregularities thal may ocour during the
adminigtration of the testo

{10) Renders other forms of assistance which may be re-
quired hy the examiner during the test session. -

(11) Together wath the examner; acoomplishes the Exannerts/
~ Proctorts Trensmittal Report Eavelopes This cnwvelope
should be sealed using the NETO-HEC sealing tapey in
the prespnce of the chief examinere Affer sealing the
énvelape, both examiner and proctor should sign across
the tape several tamese The following are the contenis

of this envelope

(a) Used answor sheets, arranged oonseoutively
according to serdal mumberse

(b) LEG's ocopy of the NCEE Form 4 or NCEE Form 4=4

. with the answer dheets mumber of eaoh examince
indiocated in the proper ocolumne

(o) Seat plan

(d) Test Bvaluation Report of the cxaminer and
proctore

(12) Tomethor with the examiner, accounts for all the used test
booklets. They should arrange these omsecwsively according
%o serial mumbers to be placed inside the plasbic bag. In
4he prosence of the chief examiner; they should rearrangce
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consecutively -according to serial rumbers the used and
umsed test booklels returned to them by the chief
examiner,  The open end of the plastic bag should be
stapled sw:.relv.

Je Hoi the Test Booklets and Answer Sheets are Packed
1, Test Bocklets

ae . The test is in a booklet form marked with a 6=digit ‘
serial number.

be The test booklete packed hy 30s and 58 are sealed in
plagtic bagse A sheet of paper ingide the plagtic bag
indicates the sérial numbers of the test 'bo&le‘bs
omtamed. therein,

ce The plast:.c begs are packed in crates or oar‘tcms and
asgigned to a particular divisione. Bach carton or
orate is labelled, strapped with stoel band and/or -
sealed with speoaial NETC=MEC sealing ftapee Ingide
oach crate or carton are operatiommal forms such ag the
Ebaminu's/?roc'bor's Transmittal Report Ervelopes, each
oontaining two coples of the Test Bveluation Report and
a pair of sealing tapes.

Z2e MAngwer Sheets v

as The angwer sheets are computer printed in two-fold form
and pre~numbered with a 6=digit serial mmber. The
inclusive serial numbers of the anawer sheets assigned-
to an examination center need not tally with the inclue
give serial numbers of the test bockletse The number
of the test booklet is for accounting purposes onlye

" be ‘The answer sheets are sealed in plastic bags of 30s
- . and 5¢ with a sheet of paper ingide indicating the
porial mmbers of the answer sheets oontained thereine

ce The plas‘bic ‘bags oon‘ba.n.ning the answer sheels are”
bundled by examination centers and placed ingide the
orates or cartong oontaining test booklets that are
assigned to a partiocular examination center.

K. ibution of Test Materials

: The digtribution and retrieval of the test materials requize
uimogt care, diligence and vigilance on the part of thé LEC, regiomal
and division testing ocordinators, the chief examiners, the examiners
and prootors to ihsure -the confidentiality and security of the test
materials and to maintain tho mtegri‘lw‘ of the NCEB.

Digtribution Phase: .

le The National Miucational Testing Center, MEC has the responsis
' bility of shipping the test booklets in orates or cartong to
the regianal director or schodls superintendemts as the case

may bee In cage the orates or cartons are shipped directly %o

.
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the distritution cearbery the schools superinitendent of the
division where the distribution center is located will act
as representative of the regional director to distribute
the allocation for cach division. The regional director or
hig authordged representative, however, should supervise the

“dumnover of the test materials to the LEC chairman or his

authorized representatives ,
After the test materials are turned over to the LEC, the

-gtorege and security of the materials become the POEPCILEime

bility of the LECs In this omnection, the LEC chairman is
advised to coordinate with the local AFP or NISA on security
mettce.

Proocdtues for the turnover of the test materiale:

2e The regiocnal direotor or the designated regional testing
cooxrdinator ot the superintendent in charge of the digtri=
tution center, turns over the materials.to the LEC chairman
or division testing coordinators %he LEC chairman or the
division testing coordinator verifies tho mumber of boxes/
orates received againgt the mumber speoified in the Delivery
Forin in the presenoce of LEC members without bresking the
seale )

’

be The LEC chairmen, the division testing ooordinator and the

members should devise a scheme for the digtribution of the
test materiale to the different examination centers in the
division’ cbperving strict security measuross As muoh as
poseible, these materials should be tumed over to the
ohief examiners right on the examination daye It some
gpecial oases where the examination center iz far from the
LEC distritution center, the LEC chairman should use his
aound Aiscretion in turning over the test materials to
the chief examiner of that.particular examination center
‘with the seourity of the test materdialg and integrity of

ihe NCEE as prime considexationg.

6e e chief examiner verifiss the count of test matcrials

received, breoks the seal in the presence of the examiners
on examination day end distributos said pmaterials to them.

d¢ In all instamces, the recciver verifies the oot of the
" $est materials received from the NETC %o the distritatian

oenter (Delivexy Form I), to the LEC (Delivery Form II),
and to the ohief czaminer and vice versa (Teet Meterials
Acoounting Form)e, For the turnover of test matexials -
from the chicf cxaminer to the examiners and vice Versd,
the Test Materiala Acocunting Form should alsc be
mplishﬂ‘do

.
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Retrigval ses

l. After the examination, the examiner and proctor verify the
comt of the test meterials, They check the congecutive o
arvengemont of the test booklets (used and unused) acgords.
ing to serial numbers and after having confirmed that the
pages of oach test bocklet arc intact, reburn them to the
plagtic bag. The plastic bag should’ be stapléd in the prose
ence of the chicf exsminer. Likewise, the contents and the de=
teils printed o the Beanminer!e/Proctorts Transmittal Report
Brvelope should be verified by the chief examiner before the -
envelope is sealeds The examiner and proctor must sigm across
the mol extending to the envelopes : S

2. The ohief emminer shall receive from the czaminer nd prootor
the fo;lawing meterials: - .o

e Teat booklefé . .
be Ezaminer's/?roc‘tor's‘ Tranemittal: Report Bivelope with its
i omten‘ba as’ speci_fiqﬁ properly accaunted fore

P

ce. LEC's portion of the registration formsy together with -
the Examinerts/Proctorts Handbook and NCEE Form 4 or -
NCEE Form 44 (detached from the door), for safekeeping
and future reference at the division offices -~ . - .
3, The chief examiner shall place ineide the Chief Braminerts -
Report Bavelope. the unused answer pheets with plastio bags
openeds Meanwhile, extre unused answer sheets with plastic .
bags intaot should be packed together with the tegt bookletse

4o The LEC chaimmen, the DTC, and the other membere of the LEC
spall . receive from the chiof examiner the following:

2 p},astio bags ¢ontaining used and unused test booklets
be ‘.Ehaminer‘s/?roctor‘s‘ 'I‘mnanit'bal Report Bavelopes ' |
e Chief Examiner's Trememital Beport Envelope .

4. Emminer's/Proctorfs Handbook, together with the LEC's

copy of the registration forms and NCEE Form 4 or NCEE
Foim 4ei detached from the doors of  the examination rocnse

" The LEC chairmen, assieted by the DIC and the LEC members
gupervises the sorting out of the materials reocived from the chief -
examiners They should see to it that the plastio ‘bags of best booke
tets are packed in oretes or eartonss The Chief Examiner's Trens-
mittal Report Eavelope should be packed in a separate carton for
tpansmittal to the NETC, Manila. The other forms such as the
Examiner's/Proctorts Handbook, the LEC's copies of the registration
forms and the NCEE Form 4 or NCEE Form Ho%d'o'taehod Prait the door)

division office for safekeepd and -ref

EYeNoss

should be left in the
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The oratos/carbona wiich will be shipped—to. NEIC,Mardla, will
‘Shen be delivered to the reglonal director or to his authorized
represegtative in the distrilrkim/retrieval centers for storage

"&% the PC headquarters. These materials will be picked up by

the NETC representative(s) three (3) days after the examination
depending upon the availability of transportaetion facilities in
the rotrieval conters

Le HRunding and Allowsnces of personnel

1.

3a

All expenses incident {o the adminigtraticn of the 1980 NCEE
within the division is chargeable against the cash advanoe of
the schools superintendent ooncerneds The following mode of
payment of allowances should be cbserved: , :

2 LEC members, division testing coordinators, ohief examiners
and school heads of the exemination oenter should be given
¥20 cach on examination day. .

be Examinerg and proctors should be given F10.00 each on
examination day and ong day sorvioe credit cach for
public school teacherse -Persannel from the private cuss
sohools are oovered hy the rules and regulations of
their respeotive Board of Trusteese’

Allotment for oleriocal asmigtance for each divisian (LEC)
is me casual employece for a period of five (5) months,
preferebly from August to December, in accordance with
the minimum wage lawe

All expenscg incurred by the persomnel of the region inoident
{0 the administration of the ;.980 NCEE. within the region is
chargetble against the cash advanos of the rogiomal director
oancerned including P20 allowenoce of regional testing ocoordis
nator on the day of czamination onlye

Travelling cxpenses of representatives of the divisian/region
incurped in attending NCEE regional iraining seminers will be
chapgedible against the cash advance of the division or the
regional office, respectivelye ‘
Payment of abovewstated cxpenses is subject to availability
of fimds given ae cagh advance to the regimmal directors

or schools superintendents and the usual accounting and
auditing regulafions. ‘

For further details, ploase refer o the Baminerts/Proctor's Hande

book and other ingtmoctions given from time o time by the NETCs In case
of doubts, regiomal directors and/or schools superintendents may contact
NETC, Ministyw of Blupation and Culture, Manila for advioc on speeific

problems thet may arise in their respeotive region/division.

It 1s requosted that these guidelines be followed strictly and given
prompt attenticn. Nocessary steps should always be tekon to safeguard tho

test matoriale and insure the integrity of the NCEE progreme



(Inclosure No, 2 to MEC Memorandum Nos 144, . 1980)

CALENDAR OF ACTIVITIES FOR THE 1980 WCEE
M&Vl-3l O ¢ & 8 B e e & v @

Ju.nel-lS o 2 8 & o o

July 1 to August 15

August 22 8 8 s »
hugust 16~31 4 o o
August 31 e o - ..

September 3 * v e

October 27 to November

November 9 . s e
November 10"‘15 . & 9

November 10-18 4 o &

Nove 10 to December 12

Nove 17’ 1980 to Jan. 31, 1981

Febma.ry 1—15’ 1981 e 8 o 09

Fe'bruary 16‘-28, 1981 . e s a0

*

Printing of non~clagsified NCEE Forms

Shipment of NCEE Forms to school
divigiong
Registration period

Deadline for submission of required
reports to the NETC, MEC, Manila

Conferences with regional and division
testing coordinators

Remittances of registration fees to the
NETC, MEC, Manila

Coordinating oonference with government
agencies concerned relative to the se-
curity of the WCIE project

Digtribution of NCEE clagsified mater-
ials

NCEE Day

Retrieval of NCEE materials from examie
nation centers and delivery to retrieval
centers

Retrieval of NCEE materials fram ree
trieval centers by NETC representatives

Batching of NCEE answer sheets and
turnover to NCC

Procesging of test results

Staggered turnover of NCEE Notifica=
tion Slips to the NETC and inventory
of same

Dimtribution of NCEE Notification Slips
to regional offices/school divisions



(Inclosure No, 3 to MEC Memorandum No. 144, s. 1530)

TENTATIVE SCHEDULE OF ORIENTATION SEMINARS
QN THE USE OF THE OPTICAL: SCANNER

IN THE 1980 NCEE

Date

: Region NETC Toams : Venue *
8/18/80 _ $ I : : ¢ San Pernando, La Union
8/21/80 : III  : Mres Luoila Fe Tibigar t San Fernando, Pampanga
8/26/80 s v s Dri Margarita C. Bonoan : Legazpi City
= 8/18/80 s II : + Tuguegarao, Cagayan
8/21/80 : v Ve Felix le Aguda 1 Quezon City
8/25/80 : NOR & Mige Melba Ls Dipasupil + Quezon City
8/18/80 PO = S t Tloilo City
: 8f21/80 s vir , Dre Teresa Gy Goba : Cebu City
- 8/25/80 . VIIT Misg Josefina Domalasa s Tacloban City
8/18/80 : X 3 . + Cagayan de Oro City
8/21 /80 : xT : Mre, Marcita M. Perez : Davao City
8/25/80 ¢+ gz, Mise Aldce &, Tulizo : Cotabato City
> 8/28/80 :  IX : Zemboanga City

* The regional director is expeoted to choose the moat appropriate venue for the
seminar in hig region,



