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DECS MEMORANDUM
No 225 s 2000

ADMINISTRATION OF THE 2000 PHILIPPINE EDUCATIONAL PLACEMENT TEST (PEPT)

To Bureau Direclors
Reglonal Directors
Schools Division/City Superintendents
District Supervisors
Private Elementary and Secondary Schools Principals
Vocational High School Princlpals

1 The 2000 Phllippine Educational Placement Test (PEPT) will be administered In
deslignated examination centers nationwide on Sunday August 27 2000 at 8 00 o'clock in

the morning  Only out-of school and overaged in school (elememtary/secondary) Fllipino
citizens are ellgible to take the test

2 The registration of applicants will start on June 26 and will end on July 28 In all
divislon offices and the final number of registrants by grade/year level shall be submitted to
NETRC not later than August 3 Late submission of the Exact Number of Registrants wiil
affect the aliocation of test materials/cash advance for each testing center which NETRC wili
not be responsible for To avold such problem the set deadline should be comphed with

3 Each applicant shall pay a non refundable fee of Fifty Pesos (P50 00) as per DECS
Order No 100, s 1992 The registrant s copy of the Form 1 shall be stamped Paid with the
date of registration and shall serve as the Official Receipt The total collections of test fees
shall be turned over to the collecting/disbursing officers concemed Immediately after the
close of the registration period after which the COA of the division shall be provided the total
amount of collected fees and the list of the applicants

4 The Regional Director through the Local Examination Management (LEM) shall be
responsible for the effective administration of the test Including the implementation of strict

security measures on test materials as embodied In DECS Order No 85 s 1999 Any
Breach of Security shall be dealt with accordingly

5 Guldelines and other pertinent rules and reguiations relative to the administration of
the test are provided in Enclosures Nos 1 and 2

6 Guidelines on registration requirements such as citizenship/grade/year level and
status of documents to be submitted should be striclly followed Deviations on the
requirements might affect/invalldate the test resuits

7 The NETRC shall conduct a national warkshop on the administration of the 2000
PEPT for Division Testing Coordinators (refer to Enclosure No 1) Likewise the division
offices shall conduct an echo orlentation/briefing for thelr chief examiners room examiners
and proctors after the national workshop preferably two days before the examination day



8 Immediate dissemination of this Memorandum Is desired for the Information and
guldance of all concerned

m

ANDREW GONZALEZ, FSC
Secretary

Encls As stated

References DECS Orders (Nos 85 s 1999 and 100 s 1992)
DECS Memorandum no 255 s 1999
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(L ne Yosure Hos 1 to DLUS Memorandum No 225, s 2000)

11

NATIONAL WORKSHOP ON T1IF ADMINISTRATION

Ol THE 2000 PHILIPPINE EDUCA I1IONAI PLACFMENT1 TFST (PEPT)

For 1 more clfective and efficient adnunistiation of the 2000 PLPT a oune day
live 1n ntional workshop shall be conducted on August 4 2000 to be participated
m by PEPT Division Testing Coordinuors to formulate relevant
provisions/measutes in response to issues concerns and pioblems relative to the
forthcoming activity  (Venue to be announced later )

The objectives of thus workshop aie to

1 Update/finahize the list of 1egistiants by grade/year level piepased by field
officials fot the allocation of test matenals

2 Piepaie cash advance based on the finl hst of registants and according
to COA regulntions

3 Formulite provisions/provide 1 clewing house on the

31 stbnnsston of cotiect number of regisirnts
o allocation of test matertals
* comphiance on the set deadline
32  registration of apphcants
o poceduie and 1equiements of apphcants
33 admstration of test for vahd results
e cases of impostuimg
* substitution
34 accounting of test materials
« ictueval scheme of proctots/toom exammers/chief eximineis
3s renntiance of registiation fees
o mainer of tuining over of total collected fees
e involvement of COA division
36 updating of umemitted/unhquidnted registration (ees
e accounting of unrenmticd/unhiqudated collected fecs agunst
the number ol registt nts by year
37 stiict security measwies of test matenials (Bieach of Secunty)
38  effectivily of grade/yem placement of qualifiers

Afier the wotkshop the puticipant shall have

1 I'mahized the hst of tegist wits o the atlocation of test matetils
2 Prepued c1sh advance according to the updated hist of iegistiants
3 Agreed on the fotmulated provisions on the following

3 subnnssion of the contect number of registints on the set deadline
32 stirut procedure/measie to be adopted in the phnses of

o tegistration of examinees

s test idmuustiation
ietneval of test natenals
subnusston/ iccountimg of cotlected fees o COA Division
updating umenutted/unhquidated 1egistration fees

sfcguuding of test matenls (Bieach of Secunity)
ro



The cootdthators shall bring with them the final hst of registtants by gie/year
level and age and the updted teport of unhquidated/unremitted cash advancels
by year Fulwe to bring the 1fotceited documents will swely affect the

allocation of test matenals and cash ndvance/s which the NLIRC shall not
be held 1esponsible

Transportation expenses and per diems of parlicipants shall be charged gamst

local funds while board and lodging cxpenses shall be charged agrunst NETRC
funds subject to the usual accounting wd anditing 1ules and regulations



(Frelosure No : BECS Hemoraudum No 225, s 2000)

GUIDLLINFS IN THE ADMINISTRATION OF THF 2000
PHILIPPINC EDUCATIONAI PLACEMENT TFST (PIP1)

For more effective admimstration of the 2000 PEPT the following guidelines ate
1ssued

A RLGISTRATION OF APPLICANTS
1 Regstration of apphcants i each division will end on July 28 2000 The final
repoit on the number of registrants shall be sent dnectly to NETRC by
radiogiamy telegiam o1 fax not later than August 3 2000 and the final list of
registrants (no projection) shall be brought along by the Division Testing
Ceordinator who will attend the 2000 PEPT Workshop on August 4 2000 Non
comphiance with the set deadline will suiely affect the number of allocated test
matetials and cash advance for each division which the NETRC will not be
1esponsible NO INSTANT REGISIRATION SHALL BE A1 1LOWFEFD

Only youth/adults who have been out of schoal for 1t least two (2) ycus and
overaged n school by  least thiee (3) yeats and who aie Fahipino citizens shall
be 1egistered A deviation of not less than thiee years fiom the normal school age
for the particular grade/year level 1s considered overaged

The following are considered overaged

Grade/Year Code Age
1 1 ifat lcast 9 y1s old
11 2 1 at {east 10 y1s o)d
1 3 i at least 11 y1s old
v 4 if at least 12 yrs old
v 5 if 1t least 13 yis old
VI 6 i at least 14 yrs old
Tust Yeat 7 , il at least 16 yts old
Second Year 8 if 1t least 17 yis old
Third Year 9 if 2t least 18 yis old

3 An examinition fee of fifty pesos (P50 00) which 1s non iefundable shail be
charged each applicant upon tegistraion The apphcants copy of the
Registration Form shall be stamped PAID and signed by the registenng official
and shall be presented to the exanmner on examnation day The complete data
called for i the 1egistiation form shall likewise be dicated thetem The
documents submitted (birth certificate school credentials mannge contract etc )
shall be ceiified tiue copies without any erasures/tampering and the pictuie
appearng n the wnmssion shp as shown peisonally by the pplican/examimee
before taking the examination is cxactly the same as the picture m the 1egistrition
form (LEM s) copy to avoid impostuning The tegistening offictal shall make sure
that no applicant shall be allowed to take the cxamination without paying fitst the
1egistration fee

B PROCEDURE IN THE UPDATING/REMITTANCE OF COLLLECTIONS

(REGISTRATION FFES) AND THE ALLOCATION OF WORKING FUNDS
(CASIT ADVANCL)

1 ‘The total amount collected fiom 1egistiation fees shall be duectly 1enmitted to
, NETRC DECS smmediately afler the close of the registration pertod Tulure to



2 The final teported number of 1egistiants shall be the reference n determuung the
ictual fees collected Lo be iemitted (o the NCTRC DLECS

3 All expenses meured meidental (o the conduct of the examimtation m the

Region/Division shul be chuged agunst the cash advances 1ssued by NLTRC
DECS

4 The amount of allowances of the following personne! are

41 Regional Office

1 Regional Director and Regional Testing Cootdinator Two
Hundred Fifty Pesos (P25000) each on the day befare the
examimalion and on examimation day

b Other monitoimg officials  actual expenses incurred shall be
chatgeable ngainst monitoring funds included m the cnsh advance
(only for the divisions that ean be teached by 1nd tivnspottation
no wi/waict tiavel)

42 Division Office

a School Division Supenntendent Division Testing Coordinator
NLTRC representative  Two Hundred Pesos (P200 00) each on
the day before and on examination day

b School Head Chief Exanuner and One (1) Secunty Officer per
Testing Center Two Hundred Pesos (P20000) each on
examination day

% Examiners ind Proctors  One Hundied Fifty (P150 00) each on
examinition day plus thiee days service credits
d Jamtor and other helpers assigned 1n the Testing Centers One

Hundred Fifly Pesos (P150 00) each one day befote and on
examin tion day

5 Other wthonzed expenses shall be for the lollowing '

51 Snacks/meals on Onientation Day
52 Miscellaneous Expenses  Bank dial wd other incidentnl expenses on
examinntion day
6 In no case shill overdiaft be 1efunded Lxpenses shall be hmited lo the cash
advance of which a statement of 1temized expenses 1s indicated

7 Upon the close of the iregistiation the COA of the division shall be provided
by the collecting, officer the hist of icgisttants and the total amount of regtsifilion
fee collected

8 ( OA rules and 1egulations shall strictly be observed

9 1he collections to be 1emitted should tilly with the number of registiation forms
used and the tcpoit shall be presented in a stalcment form (please sce attached
sample) Al fces collected shal be immedintely iemutted nfier the close of the
1st registiation date

C TLSTING CENTLRS

A testing center in each diviston to be designated by the Schools Division
! Supenntendent shall be established i a place most accessible to the majotily o

1 | | < | [ al



who 1cside 1n a place far fiom (he established testing center 1 sub examination
center may be opened in which case the NETRC shall be notified of this

D TORMS/ENVELOPES TO Bk ACCOMPLISHED

For puiposes of accuracy and proper documentation of data 1cinttve to the post

st activitics the following forms/envelopes shall be accomplished

EORMS

I Registiation 1 oim

2 Test Malenals Accounting Form "
3 Listof PEPT Examinees (3 copies)

5 Summnary Report

ENVELOPES

Exammers/Pioctors Tiansmittal Repoit Envelope (EPTRE)
Chtel Extminets Tismittnl Repoit Envelope (CETRE)

[ OVER ALL MANAGEMENT AND SUPERVISION

|

Regional Level The Regional Director shall be 1esponsible for the smooth and
effective 1«dmimstiation of the PEPT in the Region He shall organize a Regional
Testing Team (RTT) composed of the Regional Supervisois one of whom shall
be designated as the Regionil Testing Cooirdinator (RTC) to supervise the
conduct of the test in the tegion Each supeivisor shall be assigned in the division
with a large number of regishiants and each shall make a 1eport telative to the
admnustiation of the test unmediately after the test The RTC shall consolidate
the 1eports to be subnutled to the Region and copy furmished the NCTRC

Division Level The Schools Division Supenntendent (SDS) shall orgamize and
chair a committee to be known as the Local Examination Management (LEM) to
oversee the smooth and efficient adnministiation of the PEPT 1n the Divistion The
LEM shall be composed of the following Schools Division Supetintendent

(SDS) as Chauman Division Testing Cooidinator (DTC) PNP Officer Cluef
Lxaminer (CE) and School Head

I TUNCTIONS AND RCSPONSIBILITILS O PLRSONNEL INVOLVED

1

The Schools Division Superintendent as LEM Chatiman shall a) be 1esponsible
for the smooth conduct of the test in the division b) designate examination
centets and sub testing centets ¢) 1ssign one of the division supeivisots 1s D1C
a Chlicf Exammel fiom among the adnumstrative/supervisory staff and d)
designate Room Examiners nd Proctors from among the master teachets and or
responsible member of the teaching staff

The Division Testing Coordimator (DTC) shall a) check properly the application

forms to detetnmune 1 apphicants meet all the tequirements paiticularly the age
and payment iequnements b) prepare the hst of iegistiants for exch 10om
accotding o 1ge level (FToim 3) c) coordinate and montlor the conduct of the
PLPT m the division d) conduct an orientation or briefing on the effective
administintion of the PEPT and €) consohdate and teport/subnut to NETRC the
1) exact number of registiants by age thiu fax telegram radioginm and 2) the

finnl hst of regisunts not 1iter thn August 3 or during the Ntionl Workshop
August 4 2000 -



3 The Dwision Imance/Collccting Ofhicer shall cetily to the coreciness
ol the 1ecgistiation fee collected ngamnst the number of registintion foims used
and the actual humber of 1egisttants submitted by the 1egistening officer 1 basis
{or proper accounting and auditing on the collected fees icmitted to NCIRC

4 The School Head shall provide the following 1) 30 mim chaus chalkboud boaid
erisets  chalk in cach testing 1oom on examination day and 2 standing boud
showmg the location of the different testing tooms and b) enswie that only

authorized peisonnel ue allowed to enter the school compound on exaninition
dy

5 The Chief Ex ymumer (CE) shall a) coordinate with the Head of the School i the
prepaiation of the exnmination rooms at least three days before the examimation
day b) supervise the posting of PEPT Form 2 c¢) receive the test matenls fiom
DTC and distiibute the same to the 10om examiners not later than 7 00 o clock
am on examination day d) safeguard the confidentiality of the test matenials by
supervising closely the rdmmistintion of the test, e) check the tepoit of the
examinets and consohidate the snme ) prepuc the nanative repott  nd g)
accomphsh the foims contuned in the CCTRE

6 Ihe Room Examner (RE) shall ) have familiaiized herself with the contents of
the Examinct s Handbook beforc the exannation day b) be in her assigned
examination center to receive the lest materials fiom the Chief Lxaminer (CE) not
Iter than 7 00 am on exanunation diy ¢) check the number of the test materinls
she 1eceived before proceeding to her assigned 1oom  d) ascertain the identity of
individual exwninecs based on the Foim 1 and the pictuie attached n the
adnussion shp/tegistration form before letting them enter the foom €) give the
prelimmary nsttuction before distiibuting the test matenals f) distubute the test
matettals dividually to the exuminees ahd admimster the test stuctly n
accordance with the Examiner s Handbook g) go atound the toom while the test
1s 1n progress to {ind out i examinces we following directions conectly and see to
1t that no pataphemalia ate used like calculator dictionary cell phone beepet
etc h) 1ettreve mdividually the Test Booklets (TBs) as well as the Answei Sheets
(ASs) wd venfy data enteted 1) tcturn Toim t and Examiner s Hindbook to CE
1) accomplish repoits and submit the EPTRE with tts contents as specified theicin
to the Cluef 1 xanner and h) account the TBs and ASs tetticved individually
beloie the exumnees leave the toom

7 The Ptoctor shall a) be in her 1ssigned examination center before 700 am on
examination diy b) prepaie the board work c) assist the Examineis to ascertain
the 1dentity of the individual exmminees d) assist in the disttibution/ietiieval and
acconnting of test matenials to and fiom the Examinees wnd rccomplish the Foum
4 and e) perform similat function of the REin #6 g

G TUE DISTRIBUTION AND RETRIEVAL OF TEST MATERIALS

The distubution and the retnieval of test matenals requite utmost caie dihigence
and vigilance on the put of the [ LM and the REs to insure the confidentiality of the
test matenals and the integrity of the test

1 Distnbution Phase
11 The NCTRC shall dchver the Lest materials to the Division with testing

centut/s The packing gwde that goes with the (est materals shall be
the 1eference in determining the allocation per testing center



H

The SDS or lus duly authouzed 1cpresentative shall teceive the matetnls
fiom the NETRC 1epresentitive  immediately upon the latter s 1iival
He shall verfy the number of boxes against the number specitied m the
Delivery Foim without bieaking the seal of the boxes

The SDS/D1C shalt tutn over the test matetials to the CL befoie 7 00 1 m
on exammation day n the presence of the NETRC 1epicscntative

In conformity with the procedure indicated in the Examiner s Handbook
the plistic bags containing the Test Booklets (TBs) and Answer Sheets

(ASs) shall be opened n the exanunation 100m 1n the piesence of the
Lxnunees

2 Retiieval Phase

21

22

23

24

23

20

Aftet the examintion the Room Exammner and the Proctor shall collect
mdwvidually the TBs and ASs and verify their total number before they
disnuss the examimees The used TBs shall be w1 wmged togethet with the
unused oncs consecutively by setial number nd et to the phstic bags
for subnussion to the Chiel ' munet

The plastic bags shall be stapled/sealed in the presence of the CE the DIC
and the NETRC repiesentative after the TBs have all been 1ccounted for

The contents of the CPTRT and the entiics on the said envelope shall also
be verified by the CE before 1t 1s sealed with the NCTRC DECS seal The

RE shall sign across the seal extending to the envelope at Icast tinee
times

The CE shall 1eceive the following matenals fiom tne REs 1) test
booklcts b) EPTREs with the contents specified on the envelope
itsell ¢) PEPT Form | (LEM s copies) and d) Examiner s Handbooks

[he DTC shall receive fiom the CL the followng maierals 1) plastic
bags of TBs (packed m the same boxes as pet betvery Foim)  b)
EPTRIs ¢) CETREs d) Exuniner s Hhindbooks and ¢) Form | (LLM
copies) Lo be retamed m the Division Office

The NETRC representative shall retiieve the test matenals ot the
SDS/DTC immediately afler the accountmg of the matennls

NATIONAL WORKSHOP

Please 1cfer to Inclosure No | of DECS Memo No s 2000

Stiict Fnforcement of the following

1 DECS Oide1 No 7 s 2000  Effectivity of Grade/Year Placement of
PEPT

Qualifiers

2 DECS Osdes No 85 s 1999 Bieach of Secunty of Nationnl
Exammations &

Conesponding Sanctions



