fequblika ng Pilipines
{Republie of the FRildrpines) :
MENIATEI M TOROEASYON, KULTURL AT LEPORTS
{MINTSTRY ©T LLDUCATIfA, CULTURL LET: BPOETS)
Karnila

Ayugast 7, 19506

Motz M EMIRANTDUHR
o, 123, . 108%

NPLATING GUIDFLINEZ FOR THT ADMIKTHCESTION OF THE) HATIUH.
COLLECE EETRARCE SEAMINATION (NCED]

Tw: Bureay Directors
Eegimmal Iireotore
Schonls Sypsrintoehdents
Fresidants of State Qolluegae and [niversitics
Hezdd of Private Schools, Colleges ond Undveralties

1. Inelosed ape the puidelinea and Brheduls fur the conduct of
the smmal KCLE for tha infermation and guidates of 21t achasl officisls
invelved,

2. fttsptica iz Invited to the deslgnation of & Room Suparwison
£t overgez and superviza  the shooth admivlatraticn of thi tost and the
aboliticn of the assisamemt of the Procton.

2. This Memerandum ewpersedes WECS ¥emorawdum ¥o. 102, . 1884,
particularly its Inclosures sntitlad, guidalines For the Adainisteatich
of the WCEE.Y

L, T+ iz deriped that the contents of this Memcrondum be dizeeminated
immeddately.

(5CT.Y JATHME &, La¥a
Minister

Incla:
Ax statad

Rafersnog:
»  MECS Mumorandum: (Ho. IBE, s. 1584}

A1lotment: L1-2-Jwite.(D.0, L-76]

T be indicated in the Perpetual Tndex
ander the following eubjscts:

EXAMINATION OFTICLALS
FEES RELES E BECULATIOHE
LEGISLATION BTUNENTS












(Inglosure Ho, 1 to FECS Memcrmndum o, 123, 8. 148%)

LFOATING SOIDELIMES FOR 'THE ADMINTSTRATTON 00 TUF
WATIONAL CGLEEGE THTRANDE CRAWINATICH (HomE) -

In connaction with the anoual administration of tha BAZEY thin OFfice
has -updated the guidelings for the puldance o3 thi Field., U i rogquested
that all porgomnel invelved in thia antivity be s2poriced of thueas guide-
lines for the sasoth zpd efficieont taot sérinistrsticn.

5. Compositlon of t@g Loeqol Examivation Demodtras (LEN)

L. Schoots Division Superdntencewt of the Poowinee of
City as Chaipmat. .

f. Philipnhime {smstabulary Prowincial Commandsy ms Po—Chairmas.

1. Asslstant Schools Nivisisn Superinesadent member

%. Onz represantative from the private schocls to be nominsted
Iy the Cosedinating Ceuneil for Fyivats Dducation fssoeiation
(COCOFEAY or tha Natdondl Privete Echwols Assecistion (MPS4)-
P M . R - e '

5. A& rﬁpreutntariﬁé from the gtate sollapes 2nd yniversitiss
nomibated by PASDC - memboax {The Chafyman of the LEC mir
aprodnt a Ddvision Supervisor in the zhsenos of a FUpTRaEN-
tativel.

6. Easeurch, Evaluation and Suidapnce superirlser (Divieion
Tezting -Coordinetor ) member -

7. VWowatiomal Scheol Superintendent ocr Administraton - membay

E. BRepistretion Proowdupcp

1. Who May Repister

ctudants in the Fourth yezr high zehdel {ip-school yeutha)
who will graduata at the ond of the schocl JRAD ar in SyOmer
afd high School praduates (out-of-achosl youths} rho intend
to eneal in 3 degroe courss tscessitating at least four ears of
acadamic gtudy may register For the HCET. ' -

2. Whon and Where to Ragistor

The rugistration perled for the NCEE will ©e from the
Start of elas=zas in dune to July 21 evars yeap. Do Fititaly
NO reguest for uxtefioion of the registration pepded will
b antertainag. : '

I'ourth Yoar students who are vaferved to as Iin-schgol
youthis (I£) should pegister with the Gfflue of the Principal
oFf the scheol whure they ape oresently enrolled and should uge
the code mumber of thedr respective high schoois anpearing
in the Dirzetopy of *hilipnine High Scheols {revised CATY
Prepared by the HETC-MOOS) . fpplizants who have zleezdy
graduztad from the high sebool -and who are referred to as
out-cl-zehook youths {(UE¥) sheuld regioter with the OFFine
af the Hiphk School Peineipal nesreet to thedir vesidense ot
Bheuls use thc Divisien Ceds Numbar. :












c.

[

sl tto Regizvap

pach eppli-ant ghonid aﬂEJﬁblLﬂh tae RCEE Form L (Registrarion
Torml which Is given Fred of charpe thpeugn the Hchocls Divdodiog
Guparintendants. He cnﬂuld attnek hiz latest pheoto, giza 1" x 1%,
ong of The uppes Dow prrlion sod smother.on the lower box pordiom
of the registyotion f*.'-:-r_.r for idantifiratio furjus*a - de mhould
pay a registratian Tag of Twenty Frooz (P20.00) in aceordance with
the approved pate. dotn upper sod Lowsr TOrtionE of Fowm 3 zhoyld
e srameed op marked FALD spd iniflileﬂ-UJ the »rpdatsrineg ofTicinl,
The date anc yaepr =hoald likoewis: e jndicated.

Tha vpper portien of +as pegisi=oiion Soem {(Stodentis Copyv)
should ba given to the applicet=. This wi{ll serei au.iis
adriesdon 2lip and alould 22 prossmied te the Twmmiuer oo the
sxtbination day; the lowar portion (LEC'= cu:y} shauld bs

‘retained By the répistering official and to be turned srver to

the Thief Ereminer when they subrit thedr esports of papistvante.

Dcterminatinn and Deaianatiﬁn of Exsmiosticn Centepr

1.

The LEC un th: bapia. ot ﬂnnmenienc@ and EFEuEElbllltv te the

majority of student Tegistrants, shall determipe ithe Gumber of
exAmination centers, togetoar with their evmet locaiion, Tt shal
alag datermine the specific buildings end elaseiedinn to be gmed
in-erch of the tagt. “Thiz must be done emrly enocugh. as the
preparation of the 8=t of axaminese fer cach penter will
dapand ©n the dczignation of sueh centems. [t Is strongly
recopmended that ihe number of cxamivation centurs vasd orevicusly
b reduoed io opder to effact clcagr super¥igien Jurisp the
adminlstration of the test snd Thus minicize the ococurmence of
Irvegulzritiea., A5 mach o3 pos=ihle, cxaminaTion cooters whepre
irregulz=ritiza in tha aZministyaticn of previous NZLE'a have

bean reportad ahould 80T he usec anymere. The Lractice of using
221 bigh =chools 28 examination cestera within a efty divisgien.

iz not tolerated.

Tha LEC Chalzmon should Jotewmins the school{z) best egitad
ae axfmination gentera follewing the principls of eonvonlenon
end aeeassibility ta the sxamninacs. “mly in cages whers thaps
ard nit enough rodms within the schosdl eaopus, should aasther
school be lesigaatsd as an <xgnination center. In bpdisf, thewrc
showld Le 2 maxitum wtilizaticn of the school used 2 axfmination
center bDefors anothal center 15 opeoted op used.  The maximam
nunher of srasinees azaigaed bz oo sxamination roowm im strdetly
thirty (30). Any numbor bayond 20 should Ls asefzned to anothep
reom to be supervised by anothar examiner, '

The LEC must insure that pelor arpangeéenfs are mads with proser
3chool acthépities bafore the actual designation end publisaticn
of gxaminztlen centers i dona.

fesiphbent of Examiness in Examindtion (emters

In asedzuing rigistensd ékaminges'fu aramination covters, the

Follewing guidelipes’should be abiemad:,

1.

Prufarably, F?E;Efﬁrﬁﬁ examingss. From & particulsr wohool
shoulé be assaigned to only opé examinatich cepter, IF-the
lLast pooo a=sgiguad bag less tham 39, oxapiteesz from atlwp Bigh
sehonls may be addsd to complete the I0 studwatz resuired par.
rotm.  Separate Form 4 ebeuld be omgpared roe sesrs school.













2. Pegistered caamliess witsd@ school an met sesn deRIznatoal za
ar axaminaticn center should De aseigned to an ezapination
center oost aceessinle to them.

Lieting of Begistered E.'_x_amiﬁaeé

4 1izt of examiness (NOEE Form % or b -A) Erpanpsd alphabet-
jcally, male first followed by femals, ghould La preparad in aix
coplee for each teom. The criginal copy should be sent toc the WEIC,
MECE, Hanfla, not letap than August 15, one Sapy xzhapld be Forwerded
to the Ragilopal Offioe and the pest {4 ceplcs) should be retaincd
by the Schools Division Buperintendent. Thess ahould be giwed
ve tha Chief Fxaminer ona day L<fore the axamination-day. {me aopy
ghould be postdd an the door of the sxaminetion poowm and the peraining
gupiez should he civen to the Examinep om graminaticn day. Tha
cxamines will indicats the examines's Answer Sheat mwmber on the
appropriate eolumn o one of the eopies of the Form & or ket Auring
the post tast activities. '

HNCEE Forma ' - : : - -

1. NCEE form 1 Registration Port accomplished and Filled

out Ly the WCEE epplicunt.

2. ¥NCEE Form Z - Liar of high sechools participating In the
WCEE. This ie chasklist of high schobla
with theip respective cods pumbers which will
be usad to check/update the list of high scheals

in the High School Libpary of KETC.'
3. HCEE Fopw 3 - Test Materials Acoounbing Forf

y. WCOEE Form &  —. List of registersd in-school NCEE
' epolicants par roab '

5. MNCEE Form 4-& - Liet of registerad out-of-schoeol
NCEE gpplicantz per oo

&. NCEE Farm 5 - List of mxamination cantérs, sddrasied,
gchools govered and tetal punber of applicants .
Thiz Form 45 the basiz for packing materials,
hepee asturacy of dota is vwery important.
Thi= pest pasch NETC not loter than August 1%.

7. HEEE:fﬂrm 6 . = List of Examiners by Center -

§. WCEE Form 7. - Summary of actupl examineea by oomischool
- within the Examinatisn Cantar. .
411 aforemantioned Forme or reperts.should be gybmittad to NETIC
on or bafors August 15, sxoept NCEE fores 2 B 7. Thezw reporis, MCEE
Forma 3 € 7 ghould be placed in the Chief Examinoen'a Tranamittal
Report Envelopa {CETRE) together with other required peports T
by aubmittsd to NETC, Manila. '

Appuintment and Aasjﬁpmen o Ragiﬂnal and Divislsn Tésting Coopdinators
.-.' J‘E.-...-..-m

=]

1
Boho]l Hegds, LIM8L Dwaminsrs W SuperTYisors gt Liaminers

1. The Regicpal Birgator shali appoint . the Regicnal TeEting
Cropdimater (RTC) from smons the supayvisery staff in the
‘Regional Offfes; while the Schools Divisign Euparintandent

ahall ammoint the Fesdaarcoh., Evaluation and Guidancd.

nifd ‘wFim












wl}f.s

2, Tha LE¢ shell appnint he fcllmwing:

a. Hezd ef the gohool uzed as examination centip to overses
the genaral prapavaticon of tha Center

b. Dtw ChiclF Fxaminay fop each Etnt&r from amcng tha -
adminizgtv=tive o ELpﬂrleﬂrﬁ gaff of the Diviyion

¢. PFeom EupErviscr «From the administrative andfon
Bupsrvisoxy staff

2. Fopom Zxaminere {rom amcng the ecmpeteot pubiic schenl teachersa,
Chier Ehaminhra and Lrdminsrs whe wepe dipsctly or indivcctly

Involved in sums -poblems ., which somehow affected the zominigtration
of provious HCFE's shnuld nut be pe- appainta

t. Funataonﬂ Duties ang REEPGH&IhllLtJEE

1. Regional ox Division Testinp.:dcrﬂinatﬁr

a. Ppapurua and Eubmlts to HETC & hudget corresponditg
. to the latest. sash advance allotted to the rigiun
[=F3 d;v:sinn, .. )

k. Coordinates a:t:vltiea ralatiVE to test administration
in: the regicn or ﬂi?isiun,

€. .Lgpeditas the transmittal of the required reports to tha ]
NETC, MICH; beeping in'mind the deadiine for thelr submission,
Jugust 15, avary Vear;

= Pacilitaﬂé- nnmum.-:.litic-n chatna]s. i:etWEFn tha NETC and
the vagional office arx bH*h&en the KETD and the diviafon
offica;

Coardinates with the home-room teachers, through their
respactive principale, on the student's orientation :
" regarding the proper acsomplishments of the AnERer Shaet)

Lp

£. Coordinates with the preper agency, in the Ragion or Bivlefon
to ineura smooth, sfficient and hahaat adm;n;strﬂtznn of tha
'RCEE in hls Reglnn or Divisien:

=, Pocaivas in bahalf nf the Regicmzl Director op Echﬁnla
Divizion Supebinteidant gencerned, elagaified and aom-
claggified matariale from the HETE represantative durdng
the digtribution pariod apd takes charge aof the reiriernl
phase of the NOEE; and

By Maaps record n’ the activitias relative to tﬂnt administrntiun
it the region or divieion. :

z. Schnal “EFﬂ

a. FProviies 20 grmehaire in each axaminatinn room arrunﬂeﬂ in
" acordence with the z2ézt plan

s that the poome amw

[}
i
WA
19
[ ]

Lin an

c. MHakes avaiiable the uge of the pound aystem, if amy, and
azeists the applicants-in lecating thedr reom aszigoments
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S
d. Provides zradera ang ﬁie:es of challk Fon yge by the examiners
. Cpana tha esohool ﬂaﬁ;aen for sarvice
f. fess that comforr roome zpe available for use

o E- Frovides first aid servics theoupgh the assipament of a teasler
' (altarnate examitter) who can render first aid assistance.

4. Chisf Examiner

Ay Cnﬂwdlnatus unti?ities ralative to tast administration in a epesdfio
- examipaticn center. -

b. Coerdinstes with the Echool Heads in the breparatism of the
examfnetion center, the exacinstion weoms in particular, at.
least one dmy biafore the gramination day. Yhis iz cspecimlly
g0 In Camea where the fhied Euaminer is not connected with
the puperwisory rtaff of the echool uzed 25 examination center.

©. Dovises m schewa by whish the room assizoment of the Euamin&rs
¥ill ooly be known one day bafore the test.

d. Supervizes the poating of Foim 4 zpnd Torm bY-A on the door of
the room one day bafore the axaminntinn day .

8. Supepvineg thE administraticon of tha test in the varicus
roome within the examinetion cegter

At F. Decides and takes action on reported cases of tamporad
matarials, missing test bookiets, impostoring and other similar
Irregulapities, '

£+ Foes srovnd the sxaminaticn esnter kesping watch that no
unauthordzad porecns are loftering om the eorvridor. A report om
- thia mattuer parked "CONFIDENTIAL® should Bs sent to the HETC for
i, Appropriste action .

h. Colleets the teat matevial: aftar the test. Test booklets
- #hould be properly dccounted for, avranged eofitecutively, placed
in thale criginel plaetisc baga aﬁd gealed. In addition, the
. eentents of the ETRE's should be werified Lefore ae=11ng anﬂ
arpanping thege - ecnsecutivaly Ly kateh nusben,

i. Submite an evalwation report on the. administration: of the test
is his erenioetion centar paving particular attentlnn t& the
serurity aspaﬁt and

i+ Submits thi test natarinlﬁ vreviously received togzther with
the CETRE | t& the LEC during the »etriseval period. The cETHRE
ghould epntain the accemplishad Test Matardials fcoounting Forms,
= NCEE Form 7, and tha Chief Dxaminar's Nappative Rapopt,

3. Room Eupar?iSQT

a. Azsigts the ChiwF Euaminur in . tha dlstrlnutiun and ratrleval uf
NCEE materipls. .













b.

e

® o ®
Faveives twe nopies of WOEE Parm 4 and U-3 and SUPHTVIELE
the posting of ong copy on Lhe Acop of svery =xamlnatien
poom It the sreq ashigned to him, o0s day befope the '
swpripdtion day. Aruther copy amaule s gziver to the zxaminet
cn swamioation dav. tcpetﬁer with the LEC's copy of tha
Repglgtraticn Fdwms.

Scse 1o It thet unaafﬁ ”=at booklets raneln in tlﬁ{r wlnstit
IJHE}{E.E;EE and that o _.}:amrler reafs '[‘.n*- hogklets,

ices to it thn: the boepd werk in the different »oome iz prepared
by the Boom Examiner before the start of the examineticil.- Graoinl

attention should be made on the time. allotment by subtest. |

T

In cases vhure addivicnal test materdals owe néeded, he gs=is
theae from th# I"'h:ilzi’ Exapiner and Fives'thmm tﬂ-tha Raam-Exuainup.

Gvarsees thu ‘ronduct of examiosrs and uxaminnaa whe go out fon

perﬂunal nﬁcesslties

‘Sa2s to it that hatrs are £it fop uvee, sufficient and placéﬂ

far ennugh to &isunummgﬂ chﬂ?ting

T Examinar _

Tn soowdinatiocn with the Chief Examiner snd Room Supervisor,
suparvises the prepereation of hip axanination reom ome dasy
mafore the :chadulen adminlafratinn nf the tent.

Ee at the azsigned. exzpipatisn center unt leter than 7:00
olelock A.d. oo examdpation day ready to recsive the test
materials and other inetructicna feom the Chief Extmiger.

‘He i held reapansible for the gffiaient.cnnﬂuct af . the teat,

. Péﬂpﬁfﬁﬂ hoard Hﬁrﬁ aﬁﬂcifiac in the Examlnsar's Eandbock.,

Checks the identification of the indlvidual sxsminues through

‘the picture attached.te tha LEC'm eopy of thé Repistratiom Form.

Ha =iould #gaw to it that no impoestaps ara adnitted into the
exAminAt {on peom.

teeigne sagts to the swaminees- follewing tha.seating'arwﬁngemant

gpecified in. the Examiner's Handbock apd attendsz to tha
“acermplishsents of the-geat plan by the RXAMITEES EEHaminErﬂ

should Dot fign  tor the examifass oh tie Seak plan).

‘Hgtributea the test materizlz to the examdinsss acecrding

to the procedures specified In the Examiner‘a Handbhok ,

Administers the tost in tha dasignated exnninatiﬂn room uﬂ tha
geheduled Examinutlnn dﬂw

Fends vary carefully and fnllaus atr1¢t13 the text aﬁministrutinn
unocaduras and the Epﬁtiflc tdms allntment in the Examineris
Handbook .

Supervises each sxgminee in copying the correct code numbers
snd in- Fallawing the irstructicne provided im the Examinae’s
Handback, (Writing thy correct division cods 2nd high eehéol

godae ngmhers i85 varr lmpaptant . {n ovder to awnld gapding the

-r aman

HCEE hntiflcatinn Elin nf reting to the weong addrﬂﬁﬁ ar nigh

Hrbme AfF Tae sEndsnT .5
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. Maintains the secupity and ectfidenmtimlity of the tust
meteviale in his cuetody. :

k. Aecounts for and returne immediately after the administraticn
of the test pll t22t materials and fnrm: entrusted to him by
the Chisf Examiner.

"l. Aggempliehes the Teet Matarials Acceunting Form.
M. -Mmintaim diaciplina in the examination rocm.
o. Colleera the test materials.

o. Dimmimpas studants omly aftsr acesunting for tha correct
nurbey of test bocklets and Answey Sheeta.

P+ FRaports Iyrapulepities, if any, that mey ocour ﬂurlng
the  sdministration of the tast.

Q. &ccomplishes the ETFE  This envalop should be sealed uaing
the NETC-HECES sealding taps, in the presenca of the Chief
Eraniper. After pealing the aetivalope, he should Eign 00T |
the tape sevara) timaa.

The follewing are the cowtants of this envelope:

(1) Usad Arzimr Sheete, arranped :nnﬂacutlvely anﬂnr&ina
to gavial numbeps;

- §2) LEC'E copy of the NCEE Form & or NCEE Form 4-4 with
To- the Anewer Cheet number of ezeh examines inﬁ;u&t&d ln tha
propen godyumm ' .
4

€3} Beat Plany angd
(&) Batch Elip.

r. #ccounts for all the vwsed and unusad test Tooklets. In the
trecance of the Chiel Examirer and poom supervieor he ahould
Arpangh accordiag to cerdal nuzhers tz USED and UWUBED -tekt,
booklets piven to him zarlics by the Chief Erxaminer. The open
End of the FlEEtLE Eag abould be staplad Ea:urﬂly

I, Hew the Tust Bnnklets and AnEwoen Ehaets are Eackad

1. Tpsf Euuklet {TE}

a. The test Ie in & bnnklat formn marked with a B- digit
Eerial numhur.

b, ThE test booklets packed by 30'a and 5'a ara Emaled in
plaetic baga. A eheet of vaper Ingerted Inside indiceated
the sardal nuwhesz of the TE contained thurein. 4 ssguence

numbaer = wpitten cn the vpger right band 2ormer to fac;lltate
" dietwibution.













® . ®

©+ The pleztic bags are bundizd together Ly examimation center
andé placed in erates or gartons and aoeigned teo a particulep
divigioh. There a-e sSome inztencas wheh the test matarials
fap twe (2) or more examination centere are placed ia ot
bex or cpete. Each ecarton op crete is laballed, strappad
with plartic and stael honds recprotively,  Inside the laat

Lerate the SIRE which contzdins ong copy of thn Seat Flan and
2 pair of. Eﬂa.ling tapes. .

2. inswer Sheats (430

3. Ths fpawer Sheets are corputer-printed in two-fold form and
pre~fianbered witk a £-digite serial gumber. The Intlusive .

i . sordzl mumber of the ingwen Sheets asaipnad to an sxaninaticn

cenier, o &ll instances, should tglly with the fnelusiva

serdal number of the test bocklets. In cage of a defastive

B or AS, both should be changed entirely with a naw sgt.

! . b, The Answep Sheets are Bealed in plsatic baes of 30'a agd 5'g

'  with a batch slip indieating the sperdzl mumbare of the
answar Sheets esmtained tharein, A sueguenecs number is lika-
wige written on the woper ripld hand ecormar of the bateh slip
to muke dlstrlhutlfr and wateching with TE easler.

a, Tha nlastic h=ga cnntahnlrg the ﬂnsanr Sheats are bundled
by examinztion cenuevs and rlaced ireide the crates or cartana
i containing La:+ Wortlecs that are asBizned to a partieulan
examination antar Por examination centera with more than
Uné opete op uarten, the AngWwer Sheets and other Formg are
" placed ingida the lost cpate or ezvten.

J

. DiﬂtributiﬂnfﬂatriEfal of Tunt Hétm“ie13

The diatr;but:uﬁ~and watyisval ¢F tha test matarlala requ;re
utmo=t gare, dilipgoace and ?“Ellﬂ?ﬂﬂ on. the pert of the LEC,
i Fegional anﬂ Diviaion Testis., cou _|aLu_u, e Chiaf Examinﬂrﬂ.
Foom Superwisove snd the Extirers o ingure thedin cauziﬂentiality
ahid ta meintadn th: Integrity of the HOZE.

Digtribution Phaee

i 1. The HETT tekes chapge of delivering the test booklets in crates
- op cartons to vhe Repicnal Dﬂrentrr or Scheols tivisfon Superin-

temdent, a8 the czza may be, In aade the cretes or cartone are

“eongigned diyestly to the provincial distrdbuticn center, the
Schogle Divizion Supewintendant of the Divieion where the
distribution center iz leceted sliall-be dasignatsd by the
Ragicpmal Direstor To act z= his wehrcnaniztive te receive and
distrdbute the gliccation for eack diviesiom. The Regfonal
Hypester or bis suthorisod representative, howewew, should
gupervise the ‘turacver. of rhe teat woterials to the LEC
Chairman op biz authsrized pepresentative In the yagional
digsiributicn cznier. Tho srcking muide that accenpaniss the

i tegt materlels sheutc boluzeg g retosecce Por locating matapdals
assigned to. ezch exami=-_lon curtes. :

i . %, Aftar the test.matovizia have becn twoned over to the LEC, the
I atopage and =2t0ur Loy hocord tnedr repponeibility. In this

cotmzetion, he LEO Chidwvwun 18 acvized- 1p coordinate with
*h--l 1l‘||"|.=|'-| J'l.'li"'l" [} o h!'r"-\.ﬂ. r'I'l_'|_1r 22 ogn oo q...-".

o a .._r ||.A..|+|.+|.E;..:-
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Frogedurea for the turnower and diserdbutlon of test materials

a. The Ergicral Jirscoter or tho casighaled Sagpiomal Testing
Cugrdinator or the Schoels Divizion Suoserintendent it ‘ch=rge
of the distribution center tupne over the maturials o the
LEC Chairman cp the Divigicn Teoting Coeordinator.. The LEC
Chairmsn ey the Divigion Tegting Coordinntor in the vresalts
0Ff LEC membwrs, veriyies the oumber af boxes or crates '
raceived Againat the puebsr specified in the Delivery Form
cnd Pagking Guida.

5. The LEC Chiiyman, the Divisiom Testing Coordinator and the
rembere Ehould devise 7 acheme Ffopr the distpidution of the
teat moteriale to the diffevetit exominstion ceatars in the
divisfon obssrving strlict security mesgures. Ac oush a8
poEaible, thess miotarinls should b furmed orsy 9 the Chied
Bxamiber right on the axsmination d=v. In some speclal
poass, where the owzminaticn cogitep i3 Zzr Spom the LEC
distrdbuticn canter, the LEC Shairmsn shguld wess his soung
discretion when to kurn cvap the test materials to thae
Chisf Examiner of the particplar sxomination center with
the securdty and inteppity of the HCEE a5 prime copaideration,

¢. -The Chizf Examiner sgsisted by the Eeom Supervisor verifics
the cocunt of the test paterizle received from the LEZ
on axamineeior diy, metches the =at of plaptie bag of
TE and nlagtic bas of AF in = desipnated room within
the smanmination capter., On 2 pre-arransed time, the
Thief Examiner and the Roem Sypervizer dfatributvé the et
of tast mﬂtérlals Tﬂ tha Examinere.

4. Im- :ﬁnfnrmity with the Examiner's: Handhuck thi
plastic bags contalning the test booklets znd Answar
Sheeta shouyld be opeped in the exeminction room In
the Jresenes of the gxcoinees.
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Aftzr ihe cuemination, the Spaminer verifies the count of the .
tust materiels. He showld areonge the pazd and ubvsed taat
booklats donascutively by sdrial Hurhesr= and aftsr having
eonflrm=d that the pages of sach teat booklet are complete,
retiarne them to the plastic beg. The plastie bapgs should

b4 ®tapled in the prezance of the Chiz{ Examiper and the
Foom Sgperwizer. Likewlse, the coptente gnd the Jetzile .
mrintad on’ the ETRE should be werificd by the Chisf Examinen
ané Egor Jupervisor befors the enwvaloze is sanled. Tha
Examiner mat zipn acrose tha a2l extending to the envalope.

The Ehlef Eraminer shall receiwe Frop the Swaminer the following
matapials:

A. Tesgt Bankleta

L. ETRE with the contents as zpacified, properiy accounted for

c. LEQ'w portiom of the repgistration forms, Together with
Lxaminer's Hapdbook and WOEE Furm 3 om WCED Form =8
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The Chizt Pezminer 3hcll odoce dnsids the CETRE tha unusad
Lnswar Ehewets with plsgtis krgs opencd.  Maanwhile, axtes
tnesied Anawor Shuets witk lsstie Sugs 1rta¢t shauld ba
paskad togoether with the tost looklats.

4. " Taz LET fhalrmen, the U970 mnd cAber meoters of The Lif shrll
rzogive Trom ths CHJAf Exzrinsy the ol loding:

. - Flaatic bzgx ccntaindieg used and e Fést brok]l=te
L. ETEE
¢. CETFE

£, Bxamiter s dandssck, topsther with the LEC's avpy of The
Tegistraticn forme and HIRE Fopm 4 op S7ET Form Lt
Carachad from tha deor of ths examinaticn rooms.,

) The LEC ﬂhairnan; asistad by the DTC and the
LEC merbers, supapvises the sorting of the tost moterisle
reosived  Jpem the Chief Bxamitiers. They should zgs o
1t thet plagtiec bezs of test hooklets sre pagked in..
cratz=f op capteng. The ETEE anc ths CETRE should Le
paekzd dn a sebapnie eawton ticd ssourely for trapsmittal
to the NETC, Manila. Th=ee should e tlaced ingide. the
nrates and properly leballed,

5, Tha creteE or aartons should e drliversd to the Fepicns) bDircotor
or to hie autbeorized represdncative in thy retrioval centurc

Fup =tovzge =t the 0 or ALG4 Neadquorters. Thege metspisls

wiil be putriewved by ths JETC wwpresantetive within thras (3)

days aftpr the sxkanination day depending ob the availakility

ntf tpanspertation,

e famtation Zeminar

HET? vesprsentotives will e fieldod to provide aselastsncs
and consultansy aerdless during the oyi.ntetion saminar and
briefinge to L held do 311 vegions threunbout che ecwniey.
Atendangs dn thase seminars shall faelude the Pegicnal Tasting
Coopditaters =ad the Divisien Teeiin: Ceomiinatess: who in
tiepn will eeonduct an cohoe seminar in thdlf wezpsotive Divisions.
Attandsmen of Schomis Tivision Pupendintondent, Ragisnal Supareisors
and Superviverad it the hoet Jivision ray e ossuraged Sut thelr
mxpenaed will be cliargad agalnst local funde. :

Attaphe! g2 Inclostes Ya. 2 Is schedule -af arientaticn ssminare
for toe 18485 HCET. AT -least cne day should be saent with the
pommanity lzadsrs for the yound table cealirence to tap th-m to
help mromole honest, orderly and smooth condoot of the NOCEE.

Fending and jilowznees of Meprocnol

=, A1l A lowanges Innident to the admisiztration o the RCEE.
within the Division is chapgesble againgt the cash advenns
of the Schools Division Sussrintendsnt aoncerhed.  Tho
followine pexls of gaymant ef allowiness should be chaorwad:
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b, Exsminers should he given ¥55.00 cn exanination dey
and twa dz¥s serviece eredite aach for puihlic school
teachers.

5, Ip eeppection with the administration of the WIEE, provisSione
mey be made for clarical mssistanee if found nuooAFEEy . but
pot to exgeed one thousshd (FL,CN0.0C) peacs depending upoh
the pumbar of registrants in the division.

5. Ipaidsntal swsengea durdng the acminizepsticom phase of tho WCED
which {poluds tnacks of asecurity anc cther personnel agaigned in
aach essmination center and trshaportation of NUEE materials T
mnd from the examination center mpe chargesble againgt the cazh
advance oF the Sehoola Division Superintendzbt., Likowisg ,
ineidencal expenses including smacke of perssonel in charge of
pacyyiky end transpovtation of HIEE saterials te ahd [rom the
regional distributien or retpisval cenbars are chergeadle aziinst
stz omgl sGvanca of the Baglonel Director. Sehouls Division
sungrintetdents shouwid reimbupsc 2ctusl tranaportaticn farad
and hEndling of test materdials incurred by Chietf Examiners in
getting and returoing =aid items to amd from AFF or WISA head-
quariers. ' : :

W, &1l expenses incurred by the pevsopnel of the Hagionzl Qffica
ineidant to thw administration of the NCEL within the EKaglon
are chargeabls against the cash advance of the Repicnel Director
oontarnegd, including tha PE0.00 ellewance of the Reglonal
Tugting Coordinater on the day of the gpaminetion. Likowis:, .
expansza i{rcurrad by PTC in hie coopdinating fumetions are
ehargeabls against the Regioval Dirsetor's caph afwance.

&, bHxpensee ipcuyred Incident to the heldineg of the Pegiunal
faminars are chargeable againet the eseh zdvance of the
Feeional Dirvactor axeept the travelling erpentes of the
Divizion Testing Conrdinater's which ore chargsd zpainst
+ha caeb adwasce oF the Schoole Diviaisn Luperintendeat
cemoerned, it accordance with the asual acecunting &ad
euditing procedures.

E. Paymant of the ahove mentloned expifges is subjzet to the
prailopility of fumde given as cagh advance to the Feglonel
Diyerroy ar Sehools Divisisn Superdvtendents ood the usual
accounting end auditing regulations forp special nroloats
idk= the HCEE.-

4. A& budget Sor the division should be prepzred zpd submittod
to BETC not later then duguest 1%, besed cn Che smoubt of 2ash
advancs received in the previeus NUEE. If thera le a monsidara=-
ble imcrease In the mmber of repistratns during the curyent schosl
vear a corpespending increage of the cashb advance ray be allowWed.

M. The cash advemces given to tha Repional Directors nd Schools
pivision Swperintendants should b liquidatad wirhin two %)
mookhe after e administration of tha NCEE.

For further detaiis, plsase refer tv the Examiper's Handboak
snd otber instructions mivea from fipe to time by the NETC. In
came of donbts, kesicnal Dipectovs or Gohoclt Division Bunerin-
randerts mey eovtact WETO, WECE, for advice o gpecific Lreblaes

that may arise in thelr respeetive Repiong or bfvisions.
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SCHEDULE OF HEEE QRIENTATION SENIMARE

NETC TEAMS

DATE REGION YEHUE

. B~l9-B3 1 I:- San Farnando, La Union
£-21.85 : III : Dr. Margarita C. Denoan San Fn?nﬂndni Paspanga
Gu2G=85 10 Y ¥ 1 Mpe, Elwiys A. Brillantes : Legaepi City

4-19-85 II : Tuguagaras, CAgayan
=2 l-BS IV : Dr. Lolita B. Racala fuezon ity

A=2a-35 1 NER 3 Mpa, Wilma B. Abells Manila

§-19-85 L Tledilo Gity

B=tl=-f5% ¢ WEI : Tp, Lueila F. Tibigan Cebyu City

g-22-05 : VIII : Kisz Jovefina Domalasa Catbalogan- City

: : )

B-19-5k X tagﬁyan da Opa Ciry
g-21-25 AT ; Mp, Pelix M. Agudn Pavan City

E-24=-35 IX : Hixz Vipginia Trinid=zd Tamboanga City
a-77uA5 Cotmbate City

KLl :

fwarall - Divector ¥opa D, Valiane
AgEt. Ddweotor Tapesa €. Goba
Er. Romule RBatosdna
Mr. Cesmapy FeEramen
Mrs . Dvangrline Adveraalo













