Republike ng Pilipinas
* (Republic of the Philippines)
MINISTRI NG BOUKASYCN AT KULTURA,
(MINISTRY OF EDUCATION AND CULTURE)
- Meynila :

July 14, 1981

MEC MEMORANDUU
No. 129, ° s, 1981

1981 FATTONAT, GOTIECE LNTRANCE BXAI TIATION

To: Bureau Directors
Regional Directors
Schools Superintendents
Presidents, State Colieges and Universitles
Heads of Private Schools, Colleges and Universities

1. ‘ The Wational Colleze Intrance Bxaminatioa (NCEE)
will be administered on October 11 from 8:00 a.m. to 12:00.
noon simultaneously in ell examination centers throughout

the country., The regional GlTGGLOTS and the schools super-
intendents shall be responsible for the systematic, efficient
and honesgt adminisgstration of the NOL in their respective
reglons axd/or divigions ' ‘

24 Tnclosed are the guidelines for the efficient
and effective administretion of the 1981 NCEE. Attention
'ig invited to the following important aspectss

a, Compogition of the Local BExamination .
Committee (LEC);

b., Registration procedures;
¢. Determination of examination centersy’

d. - hAppointment of regional and diviegion teothv‘
coordinators; -

e. Appointment of chief exeminers, examiners
: and proctors;

fo PFudctions, duties and responsibilities of
the regionel and division testing coordianators
(RTC/DTC), chief examiners, examiners and
; proctors;

2 Dlstrlbublow and retvrieval of test materlals'
and

L. Tunding end allowances of personnél corcerned.
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3. It is desired that the guidelines be properly
studied and strictly followed to forestall the recurrence
of problems encountered in the administration of previous
NCEEs., Steps should alwaye be taken to keep the optimum
gecurity of the test materials, safeguard their confidential-
ity and insure the integrity and success of the program. .

4, " A calendar of the various activifties pertinent

to the administration of the 1981 NOBEE is also inclosed.

For more deteils about the coaduct of the NCEE, atteation

is invited to the Examiner’s/Proctor's Handbook and other
instructions that may be given from time to time by the
Wational Educational Testing Ceanter (NETC), Manila., Regilon-
al directors and/or schools superintendents should immediately
inform the NETC on gpecific problems that may arise in their
regpective regions or divigions.

S}

NETC representawlvc Ulll confer with the regional
and/or division testing coordinetors on the proper use of
the answer sheets aqo OL the Optical Mark Reader - a machine
that reads. m3r o

e TN

6, The registration period for the 1981 HCEE will
be from July 10 fo Augvst 15, o extengion will be granted.
Fach examineé will be chearged the amotunt of ten pegos (110,00)
ag registration fee, .Each high school principal (public or
private) will remit the registration feeg of his/her school
to the schools superinter dedt copcerned, Collection should
be remitted by the chools superlnthoeqt directly +to the
National Pducarloﬂa7 Testing Center (WOTC), MEC, Manila
together with the list of %eglstraxts from each AlTh school,
on or before Avgust 51, 1981, TFallure of the scaools super—
intendent to remit the total collection of registration feeg
will be dealt with in accordance with certain provisions of
the administretive code. It .ig of utmogt importance that
this deadline. be strictly followed as the printing and the
packing of the teﬂt materials for each city or province will
entirely depend on the avsilability and accurady of this
report, The dats should be as accurate ag possible since
thig will affect the remittance of the registration fees
and the packing of test booklets.

7. Any school official who may ve involved directly
or indirectly in eny esnomaly that weuld affect the integrity
of the NCEE »recgram shall be subject to a1u01pllqarv action,
if proven guilty, in accorda&ce with the pIOVlSIO 8 of PD.
Nos 6 incloged with Departnent Order Io. 47, 5. 1972 on
digecipline of zoverament ficials and employees

8. It ig desgired that the full and wholehearted
cooperaulgn of all concerns d be extended to urveure the
success oo this proje ‘

(8GD,) ONCFRE D, COTFUZ
igter of Lducation and Culture



Tnclg.: -
As stated

References: ‘ '
Department Orders: (o. 47, s. 1972)
MEC Memorandurs No. 144, 8. 1980

Allotment: 1-2-3-4--(D.0. 1-76)

To be indicated in the pPerpetual Tndex
under the following subjects:

LAV INWATIONS

FEES

LEGTSLATION
OFFICTIALS S
RULRS & REGULATIONS
STUDENTS



3

(Inclosure No., 1 to MEC Memorandum Fo. 129, s..1921)

A,

GUIDELINES FOR THE ADMINISTLATION OF THE 1981 NCEE

Coﬁpoéition of the Tocal uxamlnatlon,CommLttee (1B O)

L.
2.

6.

™

- Schools superintendent cg chairmun.

PC Commander ag Co~Chailrmen in prov1ncmal and city
gchool divisions,

Two (2) representatives from the private zchools fo
be nominated by GOCOP:A or the National Private
Schools Association.

A representative from the state colleges and uni-
versities nomineted by PASUC. In the abseace of
PASUC the chairman of the Locel Examination Commit-
tee may appoint a no1petent gupervisor of the
division,

Research, evaluation and guidance supervisor ( the
division testing coordinator).

Vocationzl schoosl superintendent or Vocauloqal gchoocl
adw1qldtranor &g the casge may be.

uegistration Procedures

L.

Who may repgister

Students 1ia the foArt year high school
(1a~scnool) who will greduste &t the end of school
vear 1981-1932 or in gummer of 1982 and high
gchool grauuabem (out~of-sohool youths) who
intend to enrol in & deyree course neceggitating
at leagt four years of scademic study should
register for the Wational College ILntraace &
Exemination (NCEN), '

When aand where to resdister

The regiegtration period for the October 11,
1981 NCEE will he fr July 10 to Aug ¢st 15.
Definitely no request for extension of the
rezlstration period will be entertained,
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Fourth yesr studente who are referred Lo ag
in=gchool youths should register with the office
of the principal of tHe gchool where they are present-
1v enrolled and should use the code number of their
respective higlh schools appearing in the Directory
of Philippine High Schoole (revised copy) prepared
by the NETC~-MEC. Applicants who have already: gradu-
~ated from the high school and who are refe rred to
a8 out-of-school youthg ghould register with the
Office of the Schools Divigion Superintendent in the
clty/province where they regide and should usge the
‘Divigion Code Numbex. .

3%. How to register

‘Eech applﬂoudu should accomplish the -NCEE

ﬁorm 1 { Registration Torm) which iz given free of
charge. He/she should LLach nws/uer lategt 1% x 1¢
‘gize photograph, one on tae upper box portion and
another on the lower box of the registration form,
for ideatification purposes. He/she should pay a
reglstration fee of ten pesos (¥10.00),

The upper portion of the TCDLStTaLLOH form
fSLudeat‘s Copy) should be given to the applicant.
This will serve as hig/her admissgion slip and
ghould be presented to the examiner/proctor on
examination ‘day; the lowerportion (LEC's. copy) should
be kept in the Division 0ffice,  TLoth upper. and
lowerportions of Form 1 should be stamped or marked
PATID and imitisled Dby the teacher delegated by the
principal to receive the registration fee, The
date should 1ikewisc be dindicated,

Sorting of Registra 102 Tormg (TLJ*S ‘g copyl)

i The ILEC may desliga te the Division Testing
Coordiaator.(D“C) to sort out LhE retulwec copiles of
the Tegistration formg to cor“ with the NCID
Form 4 or 4~4 (Tist of Deg Preninees for each
exemination room).  This should make 1t 'coavenient

for examiners end proctors aseigaed to each examination
roomn Yo .check examineeg pTESth ggalmu the Regigtra~
tion Forms (Student's Copy), Which serve as the
examinees' admigsion slips on examination day., The

. student's copy of the registration form uged as admis-
.8lon s8lip need not e collected anymor
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Determinetion and Designation of Examination Centers

1, The Local Examinetion Committes (LEC) on the
basis of conveaience and of acgessibility to
the majority of student registrante, shall
determine.the aumber of examinetion centeys,
together with their exact location, considering
thé erea to be served., It sghall also determine
the specific schoolg and cleserooms to be used
in each ezemination . center during the actuel
aduinistration of the test, This must be done
early enolgh as the preparation of the ligt of

examinees for each ceater willk depeﬂd,o“%he
“degignation of such ceanters., The maximnunm

number of exemineeg asgigned ‘to an examination
room is strictly thirty (30). Aay mumber
_beyond 30 should be asgigned to another room
in g particular examinotion center using the
alternate examiner or proctor to conduct and
supervise the test, The LBC chairman should
exercige hig sound discretion innthe creation
of new edditional exemination center(s) which
must be created within the limit of the NCLE
cegh advance allotted to the division.

Creation of néw ezamination centers, 1T
ever needed, should be fully justified and
epproved by the NETC, Hanile, way ahead of
the NCEE day. o

2. The LEC must insure thet prior arraagements are
made with proper school authorities before the
actual desgignation
ceaters, ’

»@ publicaetion of examination

“hggismment of Examinecs in Ixzemination Centers

‘ Tn eesigning resistered examinees to examination
centers, the LEC ghall observe the following guidelines:

1.  Preferably, registered examinees from a particuler
school should be assizned to only one examination
center,

2., Registered ezeminees whose school hag not been
degignated ag an ex ration ceater should be
agsigned to an exemizetion center most acces-
sible to thewm. ) :




Tistiag of Registered Fxeminees

A Yist of exemineeg (NCEE Form 4 or NCEL Form 4-A)
erranged alphabetically, male riret followed by female,
ghould be prepared in four copies for each room to
which they will be asgigned in the examination center.
The original copy should be sent to the NETC, MEC,
Manila, not later then August 31, 1981; one copy gshould
be forwarded 4o the reglonal office and the rest (2
copies) should be retained by the #&chools super-
intendent. These should be given to the chief eXx-'
ganiner, one of which ghould . be posted on the door of
the exeamination room and the other to be given, on
examination day, to the examiner who will indicate

egch examinee’s gnswer sheet number on the. appropriate

column during the post-test gotivities.,

NCEE Forms

1, WCEE Form 1 - Rezistration TForm eccomplished

‘and . filled out by the NC”T_applicant.

.2, HNCEE Torm - Iizt of high schools participating

in the NCEE., This ig a checklist of high
schoolg with ~their respective code numbers
which will be used to check/update the list
of high schoole in the high gchool library
of WETC.

3, MWNCEE Torm 3 - List of TFourth Year earolees
by ages and addresses. :

4, WCEE Porm 4 ~ List of regzistered in-gchool

NCEE applicant per room.

5. WCEE Porm 4+~A - List of registered ouf-of-school
NCEE applicants, ) .

€. TNCEE Form 5 - List of examination cénters,
addrecses and total number of applicoats. This
form 18 thé basis for packing neterials;
hence scouracy of dava is Vvery importeat.

7. WNCEE Porm 6 - List of exeminers end proctors.

8, . NCIE Form T - Summary of actual examinees by
roon/school within the Axamination Centers.
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All the above formg/reports should be submitted

to NETC on or before August 31, 1981, except NCEE Form
7 whick -will be submitted by the Chief Examiner -efter
the HWCEE ig administered. This report should be in a
separate eanvelop together with the other reports to be
placed ia. the box or crate.

Appointment and Assignment of Regional and Divigion

Testing Coordinafors, Chief Examiners, Examiners and

1.

no
.

Bgsigned ag examiner,

P;odfbrs

The ®egional director shall appoint the regional
testing coordinetor (RIPC) in his region Irom
among . the supervisory staff in the regionsal

‘office; while the gchools .superintendent shall

appoint the research evcluation wnd guidance
supervigor as much as pogsible, aeg the division
testing coordinator (DMC),

All expenses of the RTC relative to the
administration of the NCEE shell be charged
againgt the casgh advance of thé regionsal
director while that of the DTG shall te charged
ageinet the casgh advance of the mchool®. guper-
intendent, . .

The LEC ghall appoiat one chief examiner fof

each examinaftion ceater from among the adminis-
trative or supervisory staff of the school
concerned to supervise the effective and efficient
adninistration ©f the ICER, Chief Examiners who
vere directly or indirectly iavolved in soume
problems which momehow affected the administration
of previous WCLIg should not be reappointed,

The LEC shall also appoint members of the faculty

of the elementary gchools (public. and private)

as examiners to adminigter the NCIEL, oae for

each designeted examisation room to be agsisted

by a proctor from ch secondary schools (public

or prlvaTe) who is 11hew1we‘app0lmhed by the

LEC (one for each room)., However, ia ©ases

where the secondary school teacher hag been

involved in previous administration of the

WOER and the elementary teasher has no experience,

the one Wibh previous experience should be

10_coge ghould o
gecondory Behool ceaoaer he aggigned tO which

Wig/her own students. It 9095101e "EOCH phAdL

Cexaminer, progtor) ghould ¢ome from O public

and 4 privaie gcnodl or vice versa,
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Functiong, Duties and Regponsibilities of the Regicnal

Tesgting Coordinators, Divigion Teslting Coordinaiors,
-Chief Fxaminers, Bxaminers and Proctors

"1, Regional/Division Tegiing Coordinators

~ The testing coordiaator (regional/division)
ig assigned to coordinaete, supervise and report
on the manner the NCIE was conducted in his ’
region/divigion,

Duties end Resgpongibilities

a. Coordinates activities relative to test
: adninigtration in the: region/division.

b, IExpedites the transmittal of the required
forms to the WWI(C-MEC, Manila, bearing in
mind the deadline for their submission,
Auvgust 31, 1981.

¢. Pacilitates communicetion channels between
- NETC and the regionel office or between NETC
and the division office,

d, Coordinates with home-room teachers, through
their respective priacipals, on the students?
-orientation regarding the use of the Specilal
Answer Shedt,

e, Coordinates with the proper agency in the
region/divigion to insure the smooth, efficient
and honest adminisgtration of the NCED in his/
her region/division.

f. Receivés in behalf of the regional director/
guperiantendent concerned, classified and
non-clasgsgified test materials from the HETC
repregentatives cduring the distribution
period,

g. Keeps records of the activitiesrelative to
test administration in the region/divieion.

2, Chief Examiners

The chief exeminer is primarily egsigned to
supervige the smooth,. efficient and honest
administrotion of the NCEE in his/her exomi-
nation cealer.
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Dutieg ond Regpoas 1%11lbles

Qe

N
De

Coordincates act lVltLeo reletive to test adminig-
tration in o specified examinotion center,

In case the chief exzminer is not connected
with the supervisory staff of the school usged
a8 examinotlon ceater, he/she coordinctes with
the proper cuthorities im the prepcration of
the exomination cexnter, examination roomg in
paerticular, at least o day before the scheduled
exomination duy, October 11.

Receives from the LuC/DTC, before the examinaw
tion day, two coples of IIC Form 4 (din-gchool
youthg) “qd/or e Torm A-i (out—of—school
youths) and dupQrVLJG' the posting of oxne

copy Oﬂ thc door OL every eanln_clon room
nation doy. Ileanwhile,

the otlgr copy Sﬂould be given to theé ex amlﬁer
on examination day, together with the LEC!'s
copy of the {egl“vratlon Form.

Collects uvauged test booklets with correspond-
ing emnswer sheets before test proper activities
begin and indicates the total number and the
serial anumber on the Test Materials Accounting
Porm.

inistration of the test in
within the examlwatlod center.

Supervises the od
the various roomg

Tecides and takes ccivion on rcported cageg of

. tampered naterials, nisgeing test booklets, and
“other similor irregs)

Eshil tleu °

Collects and subuj te o the LTC/DTC the test
materials immediately after the test,

Submits oo evoluation report on the adminis—
tration of the test in his/her examinction
center givirg perticular attention to the
security aspect,

Submits the- Chief Ixaminer's Transmittal
Report Tavelope to the ILHC during the
retrieval of 2l1l test materials. This
eavelope should coatedin the accouplished

Test Hateriale fLccounting Torms and the
Cinlef lixaminerts fvalustion Report.



Lxaminers

The exeminer 18 app
_recommeqdatloq of the 4
He/she ig assigned to &
. degignated rooin and is

ity of test materisls in

Duties end Respongibili

ointed by the LEC upon
ivigion testing coordinator.
dminister the NCED in a
respensible for the secur-
hig/ner custody.

In
vises the ‘preparatl
room one day kefore
edninistration of

8,

Pe at the asgigned
then 7:00 otclock
with Lhe tegt mater
the adnministration

Together with the »
cation ¢f the indiv
picture oxn the LECT
Torm.

‘Together w1th the p
the examinees
mente gpecifiied in
Handbook and attends
of the seat plan by

Administers
tion room on

the teg

ey
algtration
Hendhook,

3

Proctor?

Se to it
examinee in
aumbers and
provided in
book. )

that the
copying
in foll

=
=)

02
e s

he-

Uses sound diszc
problem that
he/ghe should
about such

reti
mey ar
consu
casge,

coordination with

the

exemination room

cerefulls

i
J

the Ixaminer!s/Proctor's

the chief exsminer, super-
on of his/her examination
the sgcheduled day of the
tesgt.

not later
on examinetion day,
ials and forms needed in
of the test.

the identifi-
through the
the Registration

roctor, checks
iduel examinees
g copy of

roctor, assigng seats to

xollow¢n5 the geating arrange-

the Examiner’ 5/Procuor‘s
to the accomplishment
the aminees,

t in the degignated examina-

the gcheduled examination day.

snd follows strictly the

procedures la the Iz ceminer?'s/ -

proohor SUpeTVLSES each
the correct set of code
owing the insgtructions
Hand=

on in attending to anv
ige. As much as p0381ble
1t with the Chief Lxaminer
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i. Together with the proctor, accomplishes the
Exeminer's/Proctor’s Trensmittal Report
Envelopes. o

j. Maintains the security end confidentiality of
the test materielsin hisg/her custody.

lz., Accounts for and returns all test meterials
ead forms entrusted vo him/her by the chief
exemniner immediately after the administration
of the test.

1. Accompligheg the Test Meterials Accounting
form.

4, Proctors
The proctor is appoiated by the LEC through the
recommensation of the divieion testing coordinator
to help the examiner in a designated examinetion
Toon. ‘

Duties and Regponsibilities

a., Be at the exanineation room on oxr. before T:00
o'clock A.M, on examination day. '

be. DReads carefully and follows strictly the
examinetion procedures specified in the
Ixeminer's/Proctor's Handbook.

¢, Acte a8 a witness to the Izaminer's opening
of the plastic bhag containing the test book-
lets., Individuaily, each:must certify in the
Test Dvaeluation Report the condition of the
contents of the bundle upon its copening.

[ah

. Assietg the examiner in the following activities:

(1) Carries test supplies and materials to
and from the examinstion room.

(2) Seeg to it 2t chairs are arreaged
sufficlently far enough to digcourage
eheating.,

(3) Properly iddentifies and admits examinees
as they enter the examination room.
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(4) Verifies the .count of test materials
entrusted to him/her for distribution
1o examinees,

(5) Distributes the tegt materials to the
minees a iing To the procedure
specified in the Dxaminer's/Proctor's

landbook,

(5) Supervises each examinee in copying the
correct set of code aumbers.,

(7) Maintains disgcipline in the exsmination

Toom. -
(8) Collects the test materials.

(9) Reports irre
during the a

teg that may ocour
ation of the test.

(10) Renders other forme of assistance which
: may be required by the ezxaminer during
the Test messzion,

(11) Together wilh the examiner, accomplighed .
the Izem-ier's/Proctor's Transmittal
Leport Envelope. 'This envelope should

ing the NETC-MIC sealing

be gealed usin
tape, 12 the pregence of the chief examiner,
After sealiing the envelope, both examiner
and procior should sgign across the tape
gseveral tiuneg, The following are the contents
of thig eavelope: :

(2) Used ansver sheets, arranged congecutive~
1y accordiang vo gerial aumbers. :
{(b) LEC's copy of the NCIL Tori 4 ox NCER
Powvin 4-4 with the answer sheet number
of each exzaminee indicated in the
propexr col

(¢) Beat Plan

(12) Together witl the examiner, accouats for .
2ll the used tegt booklets, They sghould
arrenge theseé coagecutively according to
serial numbers to bhe placed inside .the
plagtic bag. Ia the presence of the chief
exeminer, they sghould rearrange congecutive~
ly accordiag to serial numbers the used
end unused test boolets returned to them
by the chiel exsminer. The opean end of the
plagtic bay should be gtapled securely,
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J. How the Test Booklets and Answer Shéets are Packed

1. Tesf'Booklets

a. The test iz .in a booklet form marked with a
6~digit serial number.

b, The test booklets packed by 308 and 5g are
gealed in plastic bags. A sheet of paper
inglde the plastic beg indicates the serial
number of the test booklets contained therein.

C. The plastic bags are packed in crates or cartous
and asgsigned to & particuler division. Each
carton or crate is labelled, strapped with
steel badd and/or sealed with special FETC-MEC
sealing tape. Inside each crate or carton are
operational fo: guch ag the Examinerts/
Proctorts Transmittal Report Envelopesg, each
containing two copieg of the Test ZEvaluation
Report and a palr of sealing tapes.

2. Inswer Sheets

8. ' The answer sheets szre compubter printed in two-
fold form and pre-numbered with a 6-digit serial
number. The inclusive .zerial-numbers of the
answer sheets asgigned.: an exemination center
ne6d not tally with the incluelve serial numbers
cof theé tedt booklets. Therglimber of the ¥eet
Lbooklet ig for accouating: purposes only.

he The answer sheets @re gealed in plastic bags of
30z and- Y8 with & sheet of paper inside indicating
- the-serial numbers of the answer gheets contained
- therein. . ‘

¢. The plagtic bage contalning the answer sheets
are bundled hy e ination ceanters and placed
ingide the cratesg or cartons contalaing test
booklets that are assigned 1o a particular
examinetion center,

- K. Distribution/Netrievel of Test Materials

The disgtribution end retievael of the test materials
require utmoat care, diligence and vigilance on the part
of the LEC, regional and division tegting coordinators,
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the chief examiners, the examinersand proctors teo insure
the confidentiality and security of the test materials
and to maintain the iategrity of the NWCED

Distribution Phase

1.

The Wationsl Bducetionesl Testing Ceqter (N(TC)
MEC has. the re@pouslb117t< of ehipping the test
booklets in cra rvs or cartoag Lo the: f@“loqal

‘director or Schools Supeantendent ag the cage

may be, Ih case uhc cyotes or carton are
shipped directly to the distribution center,

the fchools fuperintendent of the division where
the~disgtribution cehter is& located will act

as representative of the keglonal Director to
distribute +the allocation fotr each divigion.

“

" The Regional Director or his authorized representa=

tive, howgver, shauld gupedvise the fturnover of the
test meterials to the TLEC dhalrman or his authorized
reprcsenba sive .,

After the tecs f mauerlals are turned over to the LEC,
the storage and security of the wmaterials become
the responsibility of the TEC. 7 thig connection,
the LEC chairman iz edviged to coordinate with the
local AFP or MNISA o security natberu, ’

Pracedure for the turncver and distribution of test
materiales -

2. The regional dirvector or the de egignated regional
testing cdordis or the superinteandent in
charge of the bution center turas over
the meterials LDC cheirmen or division
tegting coordinstor. The LEC chairman or the

divigion tesiinz coord' rator verifies the

aumber of baxem/cv teg received againsgt the

numbex spec cified in the delivery form in the

pregence of LEC members without bresking the
aeal,
b. The LMC c¢hairmer, the divisioa testing coordi-

1wvor and the mewmbers, should dev1se & gcheme
for the distribution of the test materials
to different exeminetion centers in the division
observing strict security measures, As much
esg possible, vhese materials should be turned
over to the chief examiners right oa the exemina-
tion day. Ia some gpecial cases where the
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.examination center is fer. from the LEC distribu-
tion center, the LEC chairman should usge his
gound discretion in turaing over the test
meteriels to the chief exanider of that partic-
ular exemination center with the security of

the test materisls and integrity of the NCLE

a§ primé conciderciions. R

¢. Thechief examider verifies the count of tes
materiels received, breaks the seal in the
presence of the execminéys on examination day
and distributes goid materials to them.

d. In all instences, the receiver verifies the

count of the tesgt waterisls received from the
WETC to the distribution center (Delivery

FPorm 1), to the LEC (Delivery IForm II), axd

to the chief examiaser and vice verza (Test
laterials Accouanting Form). For the turnover

of test materiels from the chief examiner to

the examiners and vice versge, the Test Materials
Accounting Torm should be accomplisghed,

Retrieval Phasge

1.

The Chief fxaminer

After the examination, the examiner and proctor

verify the count of the test meterials. They

check the consecutive arrangement of the test

booklets (uged wnd wiuesed) according to gerial

aumbers end after haviag confiimed that the pages

of each teat booklet are intamct, return them to

the plastic bhag, e plastic bag should be stapled

ia the preeseace of the chief exsminer, ILikewise,
dnted oa the

Exaninerts/Troctor’s Transmittel Report Eavelope

ghould be verified by the Chief Exaniaer hefore

the envelope iz sealed, The.e iner asd proclor

must sizn acrogs the meal extending to the eavelope.

receive from the examiner
» weterials:

e

and proctor Gl

a. ‘least boollets

b. IEZxaminer's/Proctor’s Traasmittal Report Inve-
1t

lope with its contents as specified properly
eaccounted for.
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¢. IEC's portion of +the registration forms,
together with the Examiner's/Proctor’s Handbook
and WCEE Torm 4 or NCEE Form 4-A (detached from
the door), for safekeeping and fpture refereqce
at the division office,

The -chief ezaminer shall place ing wide thée Chief

Examiner's Report Eavelope the unused answer gheets

with plastic bags opeded WMeanwhile, extra uaused
angwer sheets with gtic hags intact sno\ld be

packed together W1th uhc tgset bookletu.

" The LEC cheirmen, the DTC, and other members of the
LEC shall receive Trom the thiel exeminer the
following:

8, .Tlaut“c bags containing ueed and unused test
booklets

b, Bxamineris/Proctor's Trensmittal Report
- BEBavelopes

c. Chief Exepiiner's Transmittel Report Invelope

de ExamimerVG’”roclor s Handbook, together with
the LEC's copy of the regis tration forms and
WCEE Town 4 or NCHE Torm 4-A detached from
the doors of the exomination rooms.

The LEC chairman, assisted by the DIC and the
IIC members supervicges the gorting out of the
meterials received Trow the chiefl exeminers., They
ghould see tc it that plestic hags of test booklets
are packed in crates or cartong., The Nxeminer's/

. Progtorts Transmittael Report bnvelopes and thé Chief
Bxeminer's Transmittel Report Envelopes should be
packed in a gzeparste carton for trangmittal to the

WEDNC, Jdanile. The oLher forms such as the Exeminer's/
Proctor's Handbool, e LEC's copiles of the registra-

‘tion forms aand the HCHD Form 4 or NCEE Porm 4-A
(detached from the dmor) should be left in the
division office for safckéeping and reicérence,

The crateg/cartons which will be ghipped back to
“the NETC, lanila, 10uld he delivered to the
Regionel Directzr or to his authorized repwesenta—
tive 12 the distributioq/retrleval centers for
storage at the PC headquarters These materials
will be picked up by *1e Lf”C repregentativel 8)

a day or so after the examlzatioan day depending
upon the avallebility of transportation facilities
in the retrieval center,
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ing and Allowanceg of lersonael

£11 expenses incident to theé administration of the
1981 HCEE within the division is chargeable against
the cash adva wce of the gchools sguperintendent.

.concerned, The 10110\1Wq mode of pavment of

allowances should be observed:

‘a. LEC members, divisgion testing Poo“diﬂator,

1

chief exeminers cnd school heads of the ..
examination ceaver ghould he given ¥40.00
each on examinatlon day.

b, IDxaminers and proctors should be given 20,00
each on examinatioz day and oze day service
credit each for puklic school teachers.
Pergonnel from the private schools are
covered by the ruleg and regulatlons of
thelr respective Bosrd of Trustees.

Allotment for clerical agmistance for each divigion
(LEC) 18 one casual employee for a period of Tive

(5) months, preferaply fron Auzust to December, in

Gccordance Wity the minimum wage law,

All expenses ilncurred by the persoanel of the region-
al office incident to the administration of TtThe 1981

WCED within the region ¢s chargeable against the

cash advance of 1Tt rezional director co“cerﬂed
including 740,00 allowasce of regional testing
coordinator on,the dey of examination only.

Travelling experses of representativesof the division/
region in currcd in attending NCEE regional training
geminars will be chargeable acalwst the cash advance
of the divieion or the TeolOﬂul office, respectively.

Tacidental expenses during the edministration phase
of the N(CEDL to include mealg-and snacksz of sgecurity
and other persomnel asgsigned in each examinetion
center and ftransportation of NCEE meterials to and

.from the exanination ceater ig chargeable against

the cash advance of the #chools superiatendeant.
Likeéwige, idhcidéntal expenszes including meals
andenacks of pergonnel regerding security and
transportation of = materials to and from the
regional dlerjoukaﬂ/reirleval centers is charge-
able agaisgt the cash advence of the regionsl
director, ‘
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6., Payment of above gtated expenses is Bubject:-to avail-
ability of funds given asg cagh advance to the region-
al directors exd/or schools superintendent and the
usual geccoounting and awditing regulations.

Tor further.details, please refer to the Examinerts/
Proctorts Handbook and other instructiong given from time
to time by the NETC. TIa case of doubts, wegionel directors
and/or schools superintendents may contact NETC, HMinistry
of Bausgtion. and Culture, lanila, for advice on specific
problems that may arise in their respective regions/
divisions.

The field ig enjoined %o strictly follow axn
prompt attention in the impleneatation of this direc

d to give
tive,



(Inclosure No. 2 to MEC Memerandum No. 129, s, 1981)

 June 1-30 ., .

July 1—10 L] . o’o . @ ; @ n.; . s

July 10

CALENDAR OF ACTIVITIES TOR THE 1981 WCEE -

@ e® & ¢ 4 e a3 o % o

to August 15 IPEE RN

August 17?27 2 e o e 2 2 9 3 s s

.Augueﬁ 27 -l._. « o 4 8 e o & &+ & 8

August 31 U v e e e e e s e

September 22 to October 11 o
October 11 e e e e e e
October 11-16 6 6 % 0 e e s
October 11l=24 o e e s o 4 e e
October 14 to November 14 . % .. &

October

15, 1881 to January 15, 1982.

Printing of non-classified
NCEE Forms

Shipment of NCEL forms
to schools divisions

Registration period

ConfTerences with region-
al and division testing
¢oordinators

Coordinating conference
with government agencies
concerned relative to
the security. of the

HCEL project

Deadline for submmigsion
of required reports and’
remittances of registra-
tion fees of each division

-to the NITC, LEC,lManila

Distribution of NCEE
clagsified materials

NCEE Day

Retrieval of NCER
materials from exami-
nation ceaters and
delivery to retrieval
centers

Retrieval of NCIE dete~

rials from examination

centers by NETC representr
tives

Batching of NCEE

dnswer gheets and

turnover to NCC

Processing of test result:



February 1lalb w. v o o o6 o « « « « o Staggered turnover of
: ' : WCED Notification Slips -
to the NETC and ihventory
of same :

February 16-28 ., . . . o « o« « » « o« Distribution of NCEE
‘ Wotification Slips to
"repional officesg/dchool
divigions. ‘



(Inclosure Fo. 3 to MEC Memorsadum Mo, 129, s, 1981)

UTE OF WCLE

0P FEC-FPETLANLITE S

r

jmT
DATE

8-17-81: I : ¢ San Feraar Le Union
£-20~-81: TIIT s ¢ San Pernend Panpanga
8~-24-81: i H s Legazni 01

8=17~81: ¢ Dr, : Cegayan
E~20-81: ¢ Hrs. Vilma ¢

B8~-24-81: : H

8=17-31: VI : lr. TPelix . fguda ¢ Iloilo

8-20~81; VII : Mirs, Terega A. Bautista ¢ Cebu | :

8~24-81; VIIT s ¢ Tacloban City

8=17~-8L: s : Dr., Hergarita C. Tonocan : Cagayen de Oro City
0-20-81¢ AT ¢ Hrs. Anusciacion M., BElla : Davao City

Gm24-81 ¢ : : Cotabato City

8-27~81: B : Zamboanga City

*The reglonal director is expected to chooge the most
appropriate veaue for the seminar in his region.




