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DECS MEMORANDUM

o Ne. 382, . 1997

ADMINISTRA’I‘ION 013‘ I’HI?I 199‘? PI-IILIPPINE EDU("ATIONAL PLACEMFNT TEST (PEPT)

' »To: o "Bursau Direttors
e Regional Directors:
Schools Suparintandents
* District Supervisors
~ Private Elementary and Secondnry Schoul Prlncipals
Vucational High School Principalv

i 'I'ha 1997 Phllippina Educntinnal Placemant Tost (PEP'D will be admlnlstered ln -
_ designated examination centers nationwide on Sunday, November 30, from 8:00 o’clock atn, to
500 p.m. with a one-hour noon break.  Only out-of-school and overaged in-school (elarnentaryf :
vzecondnry) Fllipino cit:izens are eliglble to take ths tast.

y

2 The registration of appllt:anw will end on N ovembm' ? 1997 in all divlslon oi‘flcaﬁ Each -

~ applicant shall pay 1 non-refundable fee of fifty pesos (PS0.00) as per DECS Order No. 100, s.

1992, Non-compliance with t.he deadline of submission on the numbier of reglstrants to NETRC -
may aﬂ’ect: the allocation nf the correct number of test matarials for vach dlvlslon testing center, * -

3 The mgioml dlrector through the Local Examinntion Mmagement (LEM) shall be v
rasponsible for the efi'mtiva mimlnistx m:lon of the test.

: 4. The NETRU shall: cnndmt a National Semlnmenrkshop on the Adminlstratlon of the
1997 PEPT for Regiomd and Division Testing Coordinators, Likewlse, the division offices shall

- conduct an echo orientation/briefing for thelr chief axmniners, room axnminers and proctors.
: amsr tha Nstimml San1lnat'~Worksh0p. '

o 5.’ B Guidalmes and parr,inent rules and ragulatlons mlatlva to the admlnistration of‘ the 1997
: PEPT are provided in Inclosm es 1 and 2 : »

6} . Immediate mnd widest digsemmarlon of this Marnorandum is daslred for the lnfarmation
and guidance of all concerned. ' : , :

.

ICARDO T. GLO

i e
Sctrctary/ )\

“'Quamy Educatmn T c-wavcis Phll:ppmm 2000" :
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(Inclosurs Nm l to DECS Hem Ho. 382, h 1997)

issued

1

GUIDEL!NES IN 'IHE ADM]NISTRATiON OI* THE 191)7 PHILWPINE
EI)UCA I‘lONAL PLACEMENT TEST (PEPT)

Fora more eﬁ‘ecme adnumstratmn of the 1997 PE‘PI the milo\mng gu:dehnes are

REGISTRATION OF APPLILANT S :

.1. ; Reg)xstranon of apphcante in each division wm end on November 7.1997.

 The number of registrants shall be reported directly to the NE. TRC by radiograt,
- telegram, or fax the day following the close of the registration period (November 7,

1997). Non~comphance wn:h the deadiine may affect the number of allocated test
materials for each davnsmn NO IN‘%TANT RE(J]STRATION SHNLL BE-

- ALLOWED.

i "Z; s Only vouth/adults w}m are out of school for at least two (2.)4 years and
- overaged in-school by three (3 years) and who are I(ﬂqmm citizens shall be
registered. A deviation of not less than three vears from the normal school age :
for tl the pamcular grade/vear Iwel is cumxdu ed c»vurage&

‘ The fblk»mng are wnmdlered overaged.

: Grade/Year Code:, o Age
it _ oy _.jﬁa’tlra%ﬂ)ymmsid
I 2 if at least 10 years old
S 3 if at least 11 years old
BN 4 if at lenst 12 years old
Y iy if at least 13 years old
Vi 6 ~if at least. 14 years old
First Year 7 ' at Teast 15 years old
. Second Year 8 if at least 16 vears old -
~ Third Year 9 e ifatleast 17vearr old

g An eatnination fee of ht‘ty Pesos (P50,00) which i s non reﬁmdﬂble Sh&“ be
 charged each applicant upon registration.  The applicant’s; copy of the Registration -

* Form shall be stumped "PAID" and signed by the registering official and shalibe
‘presented 10 the examiner on examination day. The co'mplete data called for in'the:
‘registration form shall likewise be indicated therein, "["ne documents submitted shall

. be cemhed true comea wm’mut am,« erasure s/mnpermg and the pxctur& nppeaﬂﬂg in



'1,:

- the admlssmn shp as shown pemonallv by the apphcamfexanunee before takmg the e
‘examination is exactly the same as the picture in the registration form (LEM'S copy)
to avoid imposturing. The registering official shall make sure that no applicant shall
he altowed 1 w takuhm__mmmm mthput pavnn&m the: rgglstratml_u.g :

_ ;Pmcedure in the Remnttance of C‘nllectmns (Regxstratmn fees) and the Allocatnon of '
: Workmg Funds (Cash Advamm) : .

~ The total amount collected from regxs'u atmn fees shail be dxrectlv remmed to ‘. :
- the Director, NETRC-DECS, 1mmedxatelv aﬁer she close of the regxstratlon
perwd November 7, 109? :

:%':The reported tnber of registrants shall be the reference in determmlng the
' actual fees collected to be renntted to the NfTRCwDECS :

‘ All expenses murred mcndental to the canduct of the examination in the
- Region /Division shall be c’harged agamst the Cash Advances issued by
s NETRC»DECS . :

‘The allowances of the following ﬁeréénnél'ara:- .

Regmnal Office

]."

Regional Dircctor and Regional Testing Coordinator - One
' ;Hnndmd Fifty Pesos (P150.00) each on the day before the
~ examination and on exarmnatmn day. :

C)ther momtnrmg MﬁmRIS - actual expenses mcurred sha]l be
chargeable against monitoring funds included in the cash

K _ advance (only for the divisions that can be reached hy land
. transpmtamm no air tm\vel”) :

e Dmswn Office
| bchmh mvxsmn mpmmendem, Dwsmn Testmg

, (Peam {NSO DO) eﬁch on the dmf before and on cxammatmn o
’ﬁay . . :

Sclmol Heads C?mef mammen ami Qne ¢y Secunty Oﬁicw i
per Testing Center - Ope Hundmd Fxﬂv Pesos (Pl 50 00) each:

oM e*xammatmn day '



3 :'lil';\Exanunars and Proctorq - One Hundred Ten Pesos (PHO 00)
. eachon exa.rmnatmn day plus m;*ee 3 days service credxts

‘ :I_, 4.} o :\Jamtors and other heipers a%xgned in the Testmg Centers-
i Elghtv Pesos (PSO 00) - each on exammatwn dav '

g 5 e Other authorlzed expensee s;hall be for the Fo]lwmng
s Snacks/meals on Onentatxon Day ' -
s Mascellaneous Expemes Bank draﬂ gas/transpm‘tatmn for test :
' - materials and other incidental expenses on exa:mnatlon day and

H_momtmm\g expmsas

6. Inno case shall overdratﬁ be reﬁmded Expens@s shall be hmxted to the cash 3
e advance of whnch a statement of itemized expenses is mdmated T

T A hqmdanon report shall be prepared as 500N a5 poss;ble and not to exceed
. two weeks therefrom properly verified by COA. The original copy of the
. Liquidation Report shal] be sent dxrectly to. the Accountmg Umt NETRC-
DECS o . C : v

8 (‘OA rules and regulatmn shali be smctly obsewed

9 The remxtted collectmm shall laﬂy w1th the number of regmtratmn forms used:' o

4 and to be represenmd in a statement form. (Piease see attached sample)

om. }TESTING CENTERS

b A testmg center in earch dlmwn, to be dwagnated by the Schaois Dwmon
LR 1Supenntendent shall be esvablished in a place most accessible 1o the majority of the
: .iregxstrams In case there is a substantial number of registrants (at least 100) who
residein a place far from the established testing center, a qub-exaxmnatmn center may;
.be npened in which case the NLTRC shall be nouﬁed of thm : :



FORMQ/ENVELOPE%, 0 ma Accowmsrrm

: For purposes of aqcurae,y and pmper dﬂcumentatson nf data relatwe tothe

T pre~and post—test actwmes, the fo]lowmg fonns/mvelopes shall be accomphshed

] L "FORMS

e Regnstratmn Form :
-2~ Test Materials Accounting Pnrm :

-3 - List of PEPT Applicants Per Room (3 cmpt&‘ﬁ)
4 - List of Actual Examinees (2 cop:es)

i SummaryRepon -

e vavaLoms i

. Examiners /Proctors 1'1 ammmal Rapm-t hnvelope (”EPTRE)
Cht_ef Bxatmners Transrmttal Rc_aport Envelope, (CE'IRL)

: j; 'OVER-ALL MANAGEMLNT ANI) SUPERVISION

oL - Regnonal Level The Re:gmnai Director shall be responsxble for the smooth
~and effective administration of the PEPT in the Region. He shall organize a

Regional Testing Team (RTT) composed of the Regwnal Supervisors, one of whom
shall be designated as the Regmml Testing Coordinator (RTC), to supervxse the

~ conduct of the test in the region. Each supervisor shall be assigned in the division
with a large number of registrants and each shall make a report refativetothe

- administration of the test immediately after the test. The RTC shall consolidate the

: 'VI,:

= ,repcrts 10 be sum:tted to the Regional Directm and a copy fumashed the NETRC

s Dmszon Level. The Schools Dwmmn Supermta*ndent (SDS) shall orgamze g
~ and chair a committee to be known as the Local Examination Management (LEM)to
~ oversee the smooth and efficient administration of the PEPT in the Division, The =
- LEM shall be composed of the following: Schools Division Superintendent (SI)S)

as Chairman, Divigion Testing /oordm:zmr (DTC)ﬂ PNP Qf‘ﬁcer Chief Exanuner

; (CE), and School Head

jtFUNCTmNS Ar«rn-nmpcwﬁmn ITIES OF PERSONNEL INVOLVED

1. The Schmls Dwnsmn Supanmmdmt as LEM Chairman shall; a) be

S responmble for the smooth conduct of the test in the division, b) designate

- examination centers and sub-testing centers, c) assign one of the division supervisors



asD TC, a Chief Exammer fmm am\mg the admnmstrmwe/ supervisory staﬁ’ and dy
- des:gnate Room Examiners and Proctors fron among the master teachers and or
_._responsnble members of the teachmg staff, : :

2. The Dmamn Teqtmg (iioordmawr (D] C) shail; a) check pmperly the
~ application forms to determine if applicants meet all the requirements, pamcularly the
- age and payment requirements. b) prepare the list of Registrants for each room |
: accordmg to age level (Form 3), ¢) coordinate and monitor the conduct of the
PEPT in the division,  d) conduct an orientation or briefing on the effective
- administration of the PEPT, and e) consolidate reporis on the total number of
- applicants, to be reported 1mmed1ately to the NEfRC by ra/dmgl am/te}egmm/fax cm
or before November 7,1997. : _

3. 1he Division Fmanca/(‘mllectmg Oﬁicer shall m,mfv to the correctness of the
registration fee collected against the number of registration forms used and the actual
~ number of registrants submitted by the registering officer as basis for proper

' ‘accountmg and audxtmg on the collected fees remitted to NETR(‘ '

4 - The School Head: shall. a) provnde the following: 30 arm chaqu ;
chalkboard, board erasers, and chalk in each testing room on examination day,
- and a standing board showing the location of the different testing rooms, b) ensure
- that only authonmd persom‘lel are allowed 10 c,mer the compound on. mammanon o
: day = '

e The Chief Exammer (GE) shali a ) coordinate with the Head of the School &
‘inthe preparatmnt of the examination rooms af least three days before the

~ examination day, b) supervise the posting of PEPT Form 3, ¢) receive the test

 materials from the DTC and distribute the same to the room examiners ot later than
- 7:00 o'clock a.m. on examiantion day, d) safeguard the confidentiality of the test
‘materials by supervising closely the administration of the test, e) check the report of
the examiners and consolidate the same, f) prepare the narrative report, and g)
accomphsh the forms contmned in the CETRE T

6. Room hxannuet (RF ) shall: a) have {‘amuhanzed herself with the contents of

o the Exannner s Handbook before the examination day, b) be in her assigned

_ examination center to receive the test materials from the Chief Examiner (CE) not
~later than 7:00 a.tn. on examination day, ¢) check the number of the test materials
 she received before proceeding to her assigred room, d) ascertain the identity of
- individual examinees based on the Form I before letting them enter the room, ¢) give
the preliminary instruction before distributing the test materials, F) distribute the test, v
’ ,matenals mdmdumlly to the exmmeeq and adrmmster the test stnctly in :



S accordance w:th 1the Examiner’s Mandbaok g) go around the room whnle the tast isin f

“progress, to find out if examinees are following directions corr ectly, h) retrieve

E “individually the TB as well as the Answer Sheets and verify data entered, 1) return

. Form I and Examiner"s Handbook to CE, and  j) accomplish reports and submn the o
: ;EPTRE wnth nts contents as spw:ﬁed therem to the Ch;ef Exmmner s ‘ “

T The F‘mctor shali a) be in her assigned exmnnan:mn center before 7:00 a, m,

: . ~on exammatmn day, b) prepare the board wotk, c) assist the Examiner to ascertain
. the identity of the individual Examinees, d) assist in the distribution and retr_teval of

~test matenals to and fmm the Examinees, ancd e) accomphsh the Form 4
- :.DISTRIBUTION AND REIRILVAL OF TEST MATERIALS

: ' The dlstnlbmron and ret neval of test ma‘rm.als raqmre utmc)st care, dﬂxgence
- and vigilance on the part of the LEM and the RES to mmre the conﬂdentmhty ofthe
- test matenals and the integrity uf tht’; test. o . ;

' 10 :;DlstnbutmnPhasa f .

ks Th«: NETRC shall deltver the fest mm:ermls to the Dmswns witha »
‘testing center/s, The packing guide that goes with the test materials shall be
 the reference in detenmnmg the allocatmn per t«hstmg center. G

s l 2 Th& QDS o his duly authnnzed repmseutatwe shall receive the g
g matenals from the NETRC representative immediately upon the latter's i
- arrival. He shall verify the number of boxes received against the number

- specified in the Dehvem chn ‘without break mg the seal oi the btmes i

. : 1. 3 *I‘h|e SDS/DTL -ahall turn over the\ test materials to the CE before 7 00
am on ex ammanon day in tha, prescmw of the NETRC repreqematwe ‘

. 1 4 In confmmﬂv with the prmedum mdwated in the Exammer s
- Handbook, the plastic bags containing the Test Booklets (TBs) and Answer
Sheets (ASs) shall be Upened it the exammamm mOm it the presence 0f the

Exammee's : : b ik



. 2'.1 i
ocollect individually the TBs and ASs and verify their total number

. ';Ratr:eva] Phase

After the exa.mmatlon the Room Exammer and the Proctor sha}l

e 1befere they dismiss the examinees. ~The used TBs shall be arranged -

YD

24

25

~ together with the unused ones consecutively by serial number and
i :ret ufn to the plasm bags for su%)mtssmn to the (,,hxei Examiner. -

- The plastlc bags. shall be stapled/ <;ealed in the presence of‘ the CE the
~DTC and the NETRC reprcsentatwe af‘mr the TBs have all been -
_acwunted fur ‘ v :

: The comemcz of the- EP !IRE and the entries on ihe smd envelope shall
- also be verified by the CE before it is sealed with the. NETRC-DECS
seal  The RE shall sign across the seal m(tendmg to the envelop at

o ;least threa tzmeq ’ : .

The CE shall receive the following materiats from the REs: ) Test
Booklets, b) EPTRES with the contents specnﬁeﬁ on the envelnpe
8 1tself c) me 1 and d) Handbook :

: thc* DTC‘ shal! x<=c:e1ve ﬁom the (‘E the ﬁ)howmg matenals

a) Plastic bags of TB. {packed int the same boxes as per Dehveiy

~ Form) b) EFTRES ¢) CETRESs, and d) Examiner's Handbook and
: ‘Form A (LITM v cxmus} i} be mtmned in 1he Dmswn Ofﬁca :

‘The NETRL wpresentatwe sha}{i aemew the test matenals ﬁom the S

i SDS/DTC xmmedmtely afxm the accmummg, of the matemls

VI[I NATIONAL SENm\AR/WORKSHOP

P‘lc-ase refer m Inclosure No 2 @f Dh(,‘% ()rdm No 8, 1997 -



 (Inclosure No, 2 to DACS Memo No. 362, 8. 1997)
~ NATIONAL SEMINAR-WORKSHOP ON THE -
- AI)MIN!STR ATION OF THE 1997 PEPT |
e Enwsmned fer 2 more efﬁmem and eﬁectwe admnmstx ation of the 1997 PEPT and |
t to insure valid and reliable PEPT results, a one-day National Seminar Workshop shall be -
- conducted by the NETRC-DECS on November11. 1997 for fegional and division Tesnng :

. Coordinators who play a vital role in the supervision and managetnent of the '
~adnumstratmn of the test. 'I‘he venue will be announced Iatﬁr

- 2 This activity is deemed necessaxy because of the mmpr pbgnges/qulﬁqamm m th‘?' :
~ procedure/requirements in test administration considered after the Regional Orientation
i Semmar of the 1997 Adxmmstmtmn of the NEAT/N SAT/’PEP'l held in AugUSt 1997
= . The ob_)ectlves of the actwny anre
3. 1 ",_ t6 orient the partmxpams on the |

 : 311 new schemes in adm:mstranon re: gmupmg of exammees, test
Lo *booklets seaung arrangement time allotment, ete.

'3.;1;2.- new procedum!pohcy ngardmg the ﬁnanmdl aspem that is the ‘
i 3 l 21 manner ui‘ remitting coltected fees
3122 aliowances of personnel involved
3.1.23 cash advance (working funds) of wgmrwdmsmn
“i 1 2 4 hqmdatmn procedure of cash advances

3.2 to stress the i nnpnrtamt and mﬂcal roles and hmx.tmm of Testmg
e Coordmatars and othmm v olved i m test admtmstratmn

330 ‘_to prov:de a h:mzm fm a gt oup umwactmnfdmussmn on such mSues as:

33 :‘. the adveme eﬁaﬂ m mw s*u%smmsum uf tlm,. number of regmtrants :
Sk and nmpm;mr avswm of mgzstmtmn of apphr:am :



33:21 .t‘hr late rt,mlttam*es ()f colleﬂted feen ancl mcorrect hquxdauon of
g ashadvances ' B e

. '3’,'35.33f:;j1mproper 1mp1ementauon of rules/regul.xtmns/pohc1es stated in the
i ';guldehnes G i

. ;.34 to update and comohdatethe hstot teﬁn regmtnants J ESnng cem er a nd ll! S
. ,Eig..oup R Sl e

: The pamcnpants shall brmg thh them the updaxted hst of reg1s1trants to faclhtate the - '

S iaccomphshment af obrective No 34

Transportatnon ex pemes and per dlemcz of pamcxpants shall be charged agmnst local -

E : _funds, while board and lodging during the seminar/worshop shall be charged against  ,  e
g NETRC funds sala;ect to the u«,ual accountmg and audntmg mles and regulatmns .

1Immed1ate d1ssemmaﬂon of ﬂu, Inclosure 15 desxred ;fﬂ.:




