Republic of the Philippines
Department of Education

gf Region VII, Central Visayas
2 CITY SCHOOLS DIVISION-TAGBILARAN
City of Tagbilaran

October 4, 2018

DIVISI@]% MORANDUM
,5.2018

2018 PRINCIPALS’ TEST

TO:  Schools Division Superintendents
All Division Chiefs
Educ. Program Supervisors
All Division Cashiers
Division Personnel designated as SDO Evaluators
Public Elementary and Secondary School Heads
All Others Concerned

1. In reference to Regional Memorandum No. 0731, s. 2018 and DepEd Memorandum No.
158, s. 2018, entitled “2018 Principal’s Test”, the Department of Education (DepEd), through the
Bureau of Human Resource and Organizational Development (BHROD) and the Quality
Assurance Division of the DepEd Region VII, shall administer the 2018 Principal’s Test
tentatively on November 18, 2018.

Date Activity
October 3-16, 2018 Online Application
October 8-31, 2018 Evaluation and Validation of Documents
November 5, 2018 Release of the Final List of Examinees and Testing
Venues Through a Regional Memorandum

2. Kindly refer to the attached files for more information concerning your application
requirements and qualifications.

3. For appropriate response of all concerned.

Quit @ QZ%M)
Far’ VIRGINIA C. ZAPANTA, Ed. ¥/, CESOV /¢

Schools Division Superintendent /0—=4~/ J)




REPUBLIKA NG PILIPINAS
REPUBLIC OF THE PHILIPPINES

KAGAWARAN NG EDUKASYON
DEPARTMENT OF EDUCATION
REHIYON VI, GITNANG VISAYAS
REGION VII, CENTRAL VISAYAS
Sudlon, Lahug, Cebu City

0CT 03 2018

REGIONAL MEMORANDUM
No.’p7 31 52018
2018 PRINCIPALS’ TEST

To:  Schools Division Superintendents
Assistant Schools Division Superintendents
QAD Chief and SGOD Chiefs
QAD Supervisors
Regional and Division IT Officers
Administrative Officers V
Regional and Division Cashiers
Division Personnel designated as SDO Evaluators
Public Elementary and Secondary School Heads
All Others Concerned

1. This Office hereby issues to the field DepEd Memo No. 158, s. 2018, entitled 2018 Principals’ Test.

2. Passing the Principals’ Test is one of the requirements for appointment to School Principal and
Assistant School Principal positions in public elementary and secondary schools, pursuant to the following
DepEd Orders (DOs):

a. DO No. 42, s. 2007 entitled The Revised guidelines on Selection, Promotion and
Designation of School Heads; _

b. DO 97, s. 2011 entitled Revised Guidelines on the Allocation and Reclassification of
School Head Positions; and

c. DO 41, s. 2016 entitled Additional Guidelines to DepEd Order No. 19, s. 2016 (Guidelines
on the Organizational Structures and Staffing Patterns of Stand-Alone and Integrated
Public Senior High Schools (SHS). _

3. In this regard, the Department of Education (DepEd), through the Bureau of Human Resource and
Organizational Development (BHROD) and the Quality Assurance Division of the DepEd Region Vi, shall
administer the 2018 Principals’ Test tentatively on November 18, 2018.

4, The schedule of activities prior to the conduct of the test is as follows:
Date Activity
October 3-16, 2018 Online Application
October 8-31, 2018 Evaluation and Validation of Documents
November 5, 2018 Release of the Final List of Examinees and Testing Venues
Through a Regional Memorandum

Office of the Director (ORDir), Tel. Nos.: (032) 231-1433; 231-1309; 414-7399; 414-7325; Office of the Assistant Director, Tel. No.: (032) 255-4542
Field Technical Assistance Division (FTAD), Tel. Nos.: (032) 414-7324 Curricoluin Learning Management Division (CLMD), Tel Nos.: (032) 414-7323
Quality Assurance Division (QAD), Tel. Nos.: (032) 231-1071 Haman Resource Development Division (HRDD), Tel. No.: (032) 255-5239
Education Support Services Division (ESSD), Tel. No.: (032) 254-7062 Planaing, Policy and Research Division (PPRD), Tel. Nos.: (032) 233-9030;
414-7065 Administrative Division, Tel. Nos.: (032) 414-7326; 414-4367; 414-7366; 414-7322; 414-4367

Finance Division, Tel. Nos.: (032) 256-2375; 253-8061; 414-7321 :

“ £9( 2015: Kanapatan ng Lakat, Fananagutan ng Labat ”




5. To qualify as test takers, applicants must meet any of the following experience requirements as of
October 31, 2018:

a. One year as Head Teacher, or

b. Two years as Teacher-in-Charge, or

c. Two years as Master Teacher, or

d. Five years as Teacher lll or SPED Teacher, or

e. Five years as incumbent public school teacher who has five years of managerial and supervisory
experience in a DepEd-recognized private institution or Commission on Higher Education (CHED)
recognized higher education institution.

6. Education Program Specialists and Senior Education Program Specialists shall be allowed to take
the Principals’ Test provided that they meet the minimum Qualification Standards (QS) for Principal 1 position
stipulated in DO 39, 5. 2007 entitled Modified Qualification Standards for the Positions of Head Teachers
and Principals.

7. Unsuccessful test takers or examinees in the Principals’ Test administered in 2015, 2016 and 2017
shall be given the chance to take the 2018 Principal’s Test. Guidelines on the implementation of the said
intervention will be issued soon.

8. The test shall cover the competencies anchored on the domains of the National Competency-Based
Standards for School Heads (NCBSSH) stipulated in DO 32, s. 2010 entitied National Adoption and
Implementation of the National Competency-Based Standards for School Heads. The test takers shall
serve as a mechanism for determining the readiness for aspiring School Heads to take on the role of a school
leader, instructional leader, and school manager. As such, the seven domains of the NCBSSH were clustered
into three, namely:

a. Cluster Domain 1: School Leader
i. School Leadership
ii. Personal and Professional Attributes and Interpersonal Effectiveness
b: Cluster Domain 2; Instructional Leader
i. Instructional Leadership
ii. Creating Student-Centered Learning Climate
¢. Cluster Domain 3: School Management (Governance) -
i. Human Resource Management and Professional Development
ii. Parent Involvement and Community Parinership
iii. School Management and Operations

9. To pass the examination, test takers must obtain a rating of at least 70% in each of the three cluster
domains.

10. Ofiicial Results shall be released through a DepEd Memorandum followed by the distribution of
printed Certificates of Rating (COR) of all test takers through RO-QAD.

11.  The detailed guidelines on the conduct of the 2018 Principals’ Test is enclosed in the attached DO
No. 158, s. 2018. :

12.  Based on pages 2-4 of the enclosure of DO No. 158, 5. 2018, the Regional Technical Working Group
(RTWG) on the conduct of the 2018 Principals’ Test comprises the following:




Regional Technical Working Group of the Conduct of 2018 Principals’ Test

Regional Project Director JULIET A. JERUTA, Ph.D., CESO IV
Director IV/Regional Director

Regional Deputy Project Director SALUSTIANO T. JIMENEZ
OIC-Assistant Regional Director

Regional Project Manager BENJAMIN D. TIONGZON, Ed.D.
Chief, QAD

Members | Regional Principals’ Test
Coordinator/ Regional Testing
Coordinator/ Overall Regional
Validator

Assistant Principals’ Test
Coordinator/ Assistant Regional
Testing Coordinator/ Co-Overall
Regional Validator
Regional Information
Technology Officer

Regional Accountant MICHELLE CORBIE LAURENTE

MERDEN L. BRYANT

CYNTHIA S. MIRO

JOHNNYLINE P. JAGDON

Regional Budget Officer | ALBETA SALO

Regional Accountant in-

charge of Principals’ Test ROBELLA BIGORNIA
Regional Cashier JOCELYN ROMG _
Regional Validators EDUARDO BACALTOS (Cebu Province and Danao City)

EDUARDO OMANA (Cities of Cebu, Talisay, and Guihulngan)
ROGER BAJO (Bohol, Tagbilaran City, and Lapu-Lapu City)
MA. FELINA CALLEDO (Bohol and Dumaguete City)

EMERSON DEGAMO (Cebu Province and Bayawan City)
QAD Personnel -

(PTOAS Information) JOY KENNETH BIASONG

13. Each Schools Division is directed to submit a list of the names of division personnel that comprise
the Schools Division Technical Working Group (SDTWG) of the 2018 Principals’ Test not later than
October 12, 2018. The SDTWG must comprise the following: Chair, Vice-Chair, Schools Division Test
Coordinator, and members that include the AO V, SDO Cashier, SDO ITO, and the designated SDO
Evaluator/s (preferably SEPS from SGOD or HRMO). Please refer to pages 4 to 6 of the enclosure of DO
No. 158, s. 2018 attached herein for the details.

14.  Designated SDO Evaluator/s are directed to read and follow religiously the application process
guidelines on pre-registration and SDO Review on pages 6 to 7 and pages 8-9, respectively, of the enclosure
of DO No. 158, s. 2018.




15,  The SDO Evaluators, SDO Cashiers, and RO Cashier are directed to read and follow religiously the
application process guidelines on the processing of Cerificate of Eligibility (COE) and Examination Fee on
pages 10 to 11 of the enclosure of DO No. 158, s. 2018.

1. Interested and qualified 2018 Principals’ Test applicants are advised to read and follow religiously
the application process steps found in the following pages of the enclosure of DO No. 158, s. 2018:

Pages Topics
Gio7 Pre-registration
7108 Online Registration and Application
10 to 11 Processing of COE and Examination Fee
141015 Utilization of Examination Fee
16 Other Information Pertinent to the 2018 Principals’ Test

19 To be properly guided on how to use the 2018 Principals’ Test Online Application System (PTOAS),
interested and qualified 2018 Principals’ Test applicants are directed to read and follow the 2018 PTOAS
User Guide for Applicants found in Annex 1 of DO No. 158, s. 2018 attached in this Regional Memo.

18.  Interested and qualified 2018 Principals’ Test applicants must take note of these summarized steps
on how to take the 2018 Principals' Test on November 18, 2018:

1. Secure the ff.: DepEd email, service record, 2 latest performance ratings (both at least VS),
including designation order/s or certifications if applicable

2. Go to the division office and let the SDO evaluator evaluate your docs. If approved, ensure that
each page of your docs are stamped PRE-EVALUATED.
3. Scan each type of pre-evaluated document/s and convert each scanned type to pdf file.
4. Access 2018 PTOAS at www.principalstestapplication.deped.qov.ph and register using DepEd
email address
5. Once registered, log in at PTOAS using Dep Ed email and fill out PTOAS application Form, then
upload scanned pre-evaluated documentary requirements.
6. Visit PTOAS and email address regularly to be aware of notifications and updates.
6.1 If update is you need to comply something upload the required compliance and re-upload all
other scanned documents.

6.2 If the update is FOR PAYMENT, prepare the examination fee of P550.00 and 2 passport-
sized ID pictures.

7. Go 1o the Division Office and claim Certificate of Eligibility (COE) from the SDO Evaluator.
8. Paste your ID pics on your COE & sign the COE

9. Proceed to SDO cashier and pay the examination fee. Ensure that you get the applicant's copy
of the COE. Keep it. You need it during the actual test as test permit.

10. Wait for the regional issuance of the final list of test takers and check whether your name is on
the list. Alert the SDO evaluator in case your name is not on the list




19. 2018 Principals’ Test Takers coming from the provinces of Bohol, Negros Oriental, and Siquijor,
including those coming from the islands of Bantayan and Camotes, who were unable to take the 2017
Principals’ Test due to Typhoon Urduja, will pay a discounted Registration Fee of P460.00 (instead of
P550.00), provided that they can provide to the SDO Cashiers Certifications from their School Heads, which
are also noted by their Public Schools District Supervisors (PSDS) and SGOD Chiefs, that they were not able
to take the test due to Typhoon Urduja. Note that QAD has a copy of the names of takers who were absent
during the actual conduct of the 2017 Principals’ Test.

20,  For further queries, please contact Dr. Benjamin D. Tiongzon, Ms. Merden Bryant or Ms. Cynthia
Miro at the QAD Office’s telephone number (032) 231-1071.

4], Immediate and wide dissemination of and compliance with this I\/Iemora:dum is directed.
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Republic of the Philippines
Bepartment of Education

01 OCT 2018

DepEd MEMORANDUM
No. §158.s. 2018
2018 PRINCIPALS’ TEST
To:  Undersecretaries
Assistant Secretaries
Bureau and Service Directors
Secretary, ARMM
Regional Directors
Schools Division Superintendents
Public Elementary and Secondary School Heads
All Others Concerned
1 Passing the Principals’ Test is one of the requirements for appointment to Scheol

Principal and Assistant School Principal positions in public elementary and secondary
schools, pursuant to the following DepEd Orders (DOsj:

a. DO No. 42, s. 2007 entitled The Revised Guidelines on Selection,
Promotion and Designation of School Heads;

b. DO 97, s. 2011 entitled Revised Guidelines on the Allocation and
Reclassification of School Head Positions; and

c. DO 41, s. 2016 entitled Additional Guidelines to DepEd Order No.
19, s. 2016 (Guidelines on the Organizational Structures and
Staffing Patterns of Stand-Alone and Integrated Public Senior High
Schools (SHS).

2. In this regard, the Department of Education (DepEd), through the Bureau of
Human Resource and Organizational Development (BHROD) and the Quality Assurance
Divisions of the Regional Offices (RO-QAD), shall administer the 2018 Principals' Test
tentatively on November 18, 2018.

3. The schedule of activities prior to the conduct of the test is as follows:
Date Activity
October 3-16, 2018 Online Application

Evaluation and Validation of

October 8-31, 2018
Documents

. Release of the Final List of Examinees
November 5, 2018 and Testing Venues Through a
Regional Memorandum

¥, .
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4. To qualify as test takers, applicants must meet any of the following experience
requirements as of October 31, 2018:

One year as Head Teacher, or

Two years as Teacher-in-Charge, or

Two years as Master Teacher, or

Five years as Teacher 1iI or SPED Teacher, or

Five years as incumbent public school teacher who has five years of
managerial and supervisory experience in a DepEd-recognized private
institution or Commission on Higher Education (CHED) recognized
higher education institution.

opo0op

5. Education Program Specialists and Senior Education Program Specialists shall
be allowed to take the Principals' Test provided that they meet the minimum
Qualification Standards (QS) for Principal 1 position stipulated in DO 39, s. 2007
entitled Modified Qualification Standards for the Positions of Head Teachers and
Principals.

6. Unsuccessful test takers or examinees in the Principals’ Test administered in
2015, 2016 and 2017 shall be given the chance to take the 2018 Principals’ Test.
However, failure to pass the 2018 examination, they shall be required to undergo a
specialized preparatory course before applying for the next Principals’ Test. Guidelines
on the implementation of the said intervention will be issued soon.

7. The test shall cover the competencies anchored on the domains of the National
Competency-Based Standards for School Heads (NCBSSH) stipulated in DO 32, s. 2010
entitled National Adoption and Implementation of the National Competency-Based
Standards for School Heads. The test shall serve as a mechanism for determining the
readiness of aspiring School Heads to take on the role of a school leader, instructional
leader, and school manager. As such, the seven domains of the NCBSSH were clustered
into three, namely:

a. Cluster Domain 1: School Leader
i. School Leadership
ii. Personal and Professional Attributes and Interpersonal Effectiveness

b. Cluster Domain 2: Instructional Leader
i. Instructional Leadership
ii. Creating Student-Centered Learning Climate

c. Cluster Domain 3: School Manager (Governance)
i. Human Resource Management and Professional Development
ii. Parent Involvement and Community Partnership
iii. School Management and Operations

8. To pass the examination, test takers must obtain a rating of at least 70% in each
of the three cluster domains.

o. Official Results shall be released through a DepEd Memorandum followed by
the distribution of printed Certificates of Rating (COR) of all test takers through the
RO-QAD.

10.  The detailed guidelines on the conduct of the 2018 Principals' Test is enclosed.




11. For more information, contact:

The Human Resource and Development Division

4 /F Mabini Bldg., Department of Education (DepEdj Central Office
DepEd Complex, Meralco Avenue, Pasig City

Email Address: bhrod.hrdd@deped.gov.ph

Facebook Group: https: //www.facebook.com/groups/BHROD/

12. Immediate dissemination of this Memorandum is desired.

LEON GTOLIS-BRIONES

Secretary

Encl.:
As stated

References:
DepEd Order Nos.: (39 and 42 s. 2007; 97 s, 2011 and 41, s. 2016)
1 and 85, s. 2003; 36, s. 2009; 32, s. 2010 and 14, s. 2015
DepEd Memorandum Nos.: 80, s. 2016 and 174, s. 2017

To be indicated in the Perpetual Index
under the following subjects:

EXAMINATION
OFFICIALS
QUALIFICATIONS
REQUIREMENTS
SCHOOL HEADS
TEACHERS

TEST

SMMA, DM 2018 Principals’ Test
0683-August 23/31/September 17, 2018




(Enclosure to DepEd Memorandum No. 158, s. 2018)

1.

GUIDELINES ON THE CONDUCT OF 2018 PRINCIPALS’ TEST

TECHNICAL WORKING GROUP COMPOSITION AND RESPONSIBILITIES

A. NATIONAL TECHNICAL WORKING GROUP (NTWG)

1. The NTWG shall be comprised of the following:

a.

The Chair shall be the Undersecretary for Planning and Field
Operations and the Assistant Secretary for Project Management,
BHROD and Field Operations.

The Vice Chair shall be the Director of the Bureau of Human
Resource and Organizational Development (BHROD) in
partnership with the Director of the National Educators Academy
of the Philippines (NEAP}.

The Secretariat and Focal Office shall be the BHROD - Human
Resource Development Division.

2. The NTWG shall:

a.

provide overall direction, administration and supervision of the
2018 Principals’ Test.

ensure that the issued policy and guidelines containing the
objectives, standards, structures, procedures and schedule are
adhered to accordingly.

establish the necessary systems and processes that will warrant
efficient, effective and timely conduct of the test.

manage the development, reproduction and shipping of the test
bookiets and materials while ensuring the integrity and
confidentiality of the test.

disseminate information and facilitate the conduct of the Central,
Regional, and Schools Division orientations for all personnel
involved in the preparation and administration of the test.

announce the results of the 2018 Principals’ Test through a
DepEd Memorandum.

conduct a post-evaluation activity in aid of future condiict of the
test.

perform other tasks as may be assigned in aid of successful
conduct of the 2018 Principals’ Test.
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B. REGIONAL TECHNICAL WORKING GROUP (RTWG)

1.

The RTWG shall be comprised of the following:

a.

b.

e.

The Regional Project Director shall be the Regional Director;

The Regional Deputy Project Director shall be the Assistant
Regional Director, but in the absence of the Regional Director,
shall assume the function of the Regional Project Director.

The Regional Project Manager shall be the Chief of the Regional
Quality Assurance Division (RO-QAD);

The members shall include the Regional Accountant, Regional
Budget Officer, Regional Cashier, Regional Information Technology
Officer, designated Regional Validators and the designated
Regional Testing Coordinator/s.

d.l. In identifying/designating the Regional Testing
Coordinator, the RO-QAD EPSs shall be prioritized. In
the event that the number of testing venues is more
than the number of RO-QAD EPSs available, other
personnel may be designated as Regional Testing
Coordinator.

The Secretariat and Focal Office shall be the RO-QAD.

The Regional Project Director/Regional Deputy Project Director shall:

a.

b.

ensure that the integrity of the test is protected.

provide overall direction, administration and supervision of the
2018 Principals’ Test in the region, in accordance with national
policies and guidelines.

ensure that the schedule stipulated in this DepEd Memorandum is
adhered to accordingly, unless otherwise changed by the NTWG.

approve/sign all regional issuance and documents related to the
conduct of the 2018 Principals’ Test.

The Regional Project Manager shall:

a.

coordinate with the NTWG with regards to the directions,
preparation, administration and supervision of the test.

prepare and facilitate the approval of the budget proposal for the
conduct of the 2018 Principals’ Test in the region.

lead the conduct of regional orientations to all personnel involved
in the administration of the test to ensure widest information
dissemination to all test takers.
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d. Identify and recommend to the Regional Project Director a Regional
Testing Coordinator per testing venue.

e. ensure that the identified testing venue is compliant with the
specifications/requirements in Section IIL.A.

The Regional Budget Officer and Regional Accountant shall:

a. expedite the approval of the proposed budget for the conduct of the
2018 Principals’ Test.

b. ensure that funds for the purpose are utilized and disbursed in
accordance with the existing accounting and auditing rules and
regulations.

The Regional Validator/s (QAD) shall:

a. validate the applications forwarded by the Schools Division Offices
(SDO) through the PTOAS.

b. check the completeness of the documents submitted.

c. compile copy of the lower portion of the Certificate of Eligibility
(COE) submitted by the SDOs.

The Regional Information Technology Officer shall:

a. create PTOAS accounts for the authorized member of the RTWG
and the Schools Division Information Technology Officers (SDITO).

b. provide the necessary technical support in the use and simulation
of the Principals’ Test Online Application System (PTOAS) during

the orientations.

c. provide necessary technical assistance to the RTWG and SDTWG
in the operation of the PTOAS.

The Regional Cashier shall:

a. receive and process the payments of examination fees of qualified
applicants.

b. issue Individual Official Receipts to qualified applicants.

c. prepare the masterlist of “paid” applicants indicating the Official
Receipt Number.

d. Disburse payment of honoraria to the all eligible personnel
involved.
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8. The Regional Testing Coordinator/s, with the assistance of the
Secretariat, shali:

a. conduct ocular inspection on possible testing venue/s.

b. recommend testing venue/s that meets the
specifications/requirements provided by the NTWG.

c. ensure the following in the testing venue/s:
c.1. orderly and systematic conduct of the Principals’ Test;
c.2. master list of test takers per testing room is prepared
and posted on the wall/on the door of the testing room

one day before the test;

c.3. corriplete attendance of all identified personnel involved
in the administration of the test;

c.4. necessary signages and locator charts are posted in
proper areas for the guidance of the test takers;

c.5. safety and security in the testing venues through the
assistance of the Barangay/Police Officials.

d. assist the Central Office Representatives in the following:

d.1l. claiming of the test booklets at the assigned branch of
the courier;

d.2. distribution and retrieval of test materials in the testing
venue;

d.3. delivery/shipping of the test materials to DepEd Central
Office;

d.4. other related activities.

€. submit test administration reports to the Central Office
Representatives.

f. prepare and ensure completeness of seatplan teamplate to be
provided by the NTWG
C. SCHOOLS DIVISION TECHNICAL WORKING GROUP (SDTWG)
1. The SDTWG shall be comprised of the following:

a. The Chair shall be the Schools Division Superintendent (SDS);
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e.

The Vice-Chair shall be the Assistant Schools Division
Superintendent (ASDS), but in the absence of the SDS, shall
assume the function of the Chair. In the event that the SDO has
more than one ASDS, the SDS shall designate one of the ASDSs to
be the SDTWG Vice-Chair.

The Schools Division Test Coordinator shall be the Chief of the
School Governance and Operations Division (SGOD);

The membership shall include the SDO Personnel, AQ V, SDO
Cashier, SDO ITO, and the designated SDO Evaluator/s
(preferably SEPS from SGOD or HRMO);

The Secretariat and Focal Office shall be the SGOD.

2. The SDTWG Chair/Vice-Chair shall:

a. ensure that the integrity of the test is protected.

b. approve/sign all Schools Division issuances and documents

related to the conduct of the 2018 Principals’ Test.

provide overall direction, administration and supervision of the
2018 Principals’ Test in the division, in accordance with national
policies and guidelines and regional issuances.

3. The Schools Division Test Coordinator shall:

a. coordinate with the RTWG with regards to the directions,

preparation, administration and supervision of the test.

b. ensure widest information dissemination to all test takers.

C.

lead the conduct of the Schools Division orientations to all
personnel involved in the administration of the test.

4. The Schools Division Information Technology Officer shalil:

a.

b.

C.

d.

create PTOAS accounts for the authorized member of the SDTWG.
issue/activate official DepEd email account of applicants.

provide the téchnical support in the use and simulation of the
PTOAS during the orientations. :

provide the necessary technical assistance to the applicants and
other authorized personnel in the PTOAS.

5. The Schools Division Evaluator shall:

a. evaluate the qualification of the applicants.
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check the completeness and authenticity of the documents
submitted by the applicants.

facilitate signing of system-generated COEs prior release to
applicant.

6. The SDO Cashier shall:

a.

receive payment of Examination Fees from the qualified test
takers.

remit examination fee payments to the RO Cashier along with the
master list of paid test takers and the lower portion of the COE.

distribute/reiease the Individual Official Receipts to applicants.

II. APPLICATION PROCESS

A. PRE-REGISTRATION

1. Applicants for the 2018 Principals’ Test must secure the following
upon submission of documents for pre-evaluation:

a.

Official DepEd email account (may be requested for activation or
creation from SDO Information Technology Officer);

Approved Individual Performance Commitment and Rating Form
(IPCRF) with a rating of at least Very Satisfactory (VS) in the last
two (2) consecutive rating periods duly certified by the authorized
personnel in the Schools Division Office.

Teachers-In-Charge (TIC) and Head Teachers (HT) acting as School
Head is required to secure the Office Performance Commitment
and Rating Form (OPCRF);

Service Record duly certified by the Administrative Officer of the
Schools Division Office; and

If Applicable,

d.

Designation/Special as Teacher-In-Charge (TIC) or Officer-In-
Charge signed by the Schools Division Superintendent;

Certification of managerial and administrative experience from
DepEd-recognized private institution or CHED-recognized higher
education institution.

2. Applicants must submit all documents to the designated SDO
Evaluator/s for evaluation.
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3. The SDO Evaluator/s shall receive and assess the application by
checking the following:

a.

gualification of the applicants in accordance with Item 4 of this
DepEd Memorandum, and

completeness, authenticity and veracity of the documents
submitted.

The SDO Evaluator/s shall act on the application whether:

4.1.

4.2,

4.3.

APPROVE
(the applicant meets the qualifications and submitted complete and
authenticated documents)

4.1.1. stamps and signs all pages of the documents

4.1.2. instructs applicant to register and apply through the
PTOAS

FOR COMPLIANCE

(the applicant meets the qualifications but submitted incomplete

documents)

4.2.1. instructs applicant to comply/submit lacking documents

DISAPPROVE
(the applicant did not meet the qualifications)

4.3.1. explain to applicant the reason for disapproval

If the application is:

5.1.

5.2.

APPROVED

5.1.1. The applicant scans approved (with evaluated stamp &
signature of evaluator) documents

5.1.2. The applicant may proceed with the online registration
and application

FOR COMPLIANCE

5.2.1. The applicant resubmits/comply lacking documents
within 5 working days

B. ONLINE REGISTRATION AND APPLICATION

Online Registration

1.

Registration ~ shall be done online through

http: / /www.principalstestapplication.deped.gov.ph
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Using the official DepEd email account, applicant can register by
following the steps specified in the attached PTOAS User Guide for
applicants {Annex 1).

After a successful registration, a Reference Number will be generated
and shall serve as the unique identifier for the applicant throughout
the conduct of the Principals' Test.

A notification of a successful registration will be sent to the applicant’s
registered email address, containing the applicant’s information
provided during the online registration along with reminders on the
application period, process, and documentary requirements.

Applicant will receive notifications on the status of application through
email or PTOAS Account.

Online Application

6.

Using the registered email address, applicant logs in to the PTOAS to
proceed with the online application

Applicant must fill out the online application form by providing all the
necessary information as explain in detail in the User Guide.

Applicant shall be required to upload scanned copies of the “pre-
evaluated” documents. Ensure that the documents are clearly
scanned and saved in PDF format with file size not exceeding (10) MB
per file.

Falsification of qualifications and/or documents shall be subjected to
investigation with grounds on grave dishonesty as mandated by Civil
Service Commission (CSC) rules and regulations.

PROCESSING OF APPLICATION

1.

Schools Division Office Review (SDO Review)

Through the PTOAS, the designated SDO Evaluator/s shall receive and
verify the submitted documents of the applicant by checking the
following:

a. Completeness of the application and uploaded attachmegts; and
b. Authenticity of the information provided and documents uploaded

by ensuring that the attachments bear the stamp “evaluated” and
duly signed by the SDO Evaluator.
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2. The SDO Evaluator/s shall act on the application whether:

2.1.

2.2,

2.3.

FORWARD TO RO FOR REVIEW
(submitted complete and authenticated documents)

2.1.1. The application shall be forwarded to the Regional Office
for validation.

2.1.2. An email notification shall be sent to the applicant
regarding the status of the application

FOR COMPLIANCE
(submitted incomplete documents)

2.2.1. The application will be returned to the applicant for
further action.

2.2.2. An email notification will be sent to the applicant
indicating the actions needed to comply and/or the
documents needed to be submitted

DISAPPROVE
{applicant did not meet the qualification)

2.3.1. The application shall no longer move forward.
2.3.2. An email notification shall be sent to the applicant
detailing the reasons for disapproval.

Regional Office Review (RO Review)

3.

Through the PTOAS, the RO Validator shall receive the application and
validate the following:

a.

b.

completeness of the application and uploaded attachments;

documents uploaded bear the stamp “evaluated” and duly signed
by the SDO evaluator; and

applicant has no pending case in coordination with the RO Legal
Officer.

The RO Evaluator shall act on the application whether:

4.1.

APPROVED FOR PAYMENT
(the applicant is qualified and submitted valid documents)

4.1.1. The application shail be returned to the SDO for issuance
of the Certificate of Examination (COE) and payment of
examination fee.

4.1.2. An email notification shall be sent to the applicant
regarding the next steps to be undertaken.
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4.2. FOR COMPLIANCE
(the applicant submitted incomplete documents}

4.2.1. The application will be returned to the applicant for
further action.

4.2.2. An email notification will be sent to the applicant
indicating the actions needed to comply and/or the
documents needed to be submitted

4.3. DISAPPROVE
(the applicant did not meet the qualification)

4.3.1. The application shall no longer move forward.
4.3.2. An email notification shall be sent to the applicant
detailing the reasons for disapproval.

D. PROCESSING OF CERTIFICATE OF ELIGIBILITY (COE) AND
EXAMINATION FEE

1.

The SDO Evaluator shall print the system-generated COEs of the
applications approved by the RO.

The SDO Evaluator shall be required to sign the COE before approval
of the SDTWG Chair.

The COE shall be signed by the SDTWG Chair (i.e., SDS) or the
designated SDTWG Vice-Chair (i.e., ASDS) in the event that the Chair
is not available.

Upon claiming the COE from the SDO, the applicant must attach two
(2) copies of passport size (4.5cm x 3.5cm) ID picture taken within the
last six (6) months with signature over printed name in the spaces
provided.

- One (1) copy at the upper portion (Applicant’s copy)
- One (1) copy at the lower portion (RO copy)

The applicant shall be required to sign the COE at the designated
spaces provided before proceeding to the next step.

Upon signaturé, the applicant must proceed to the SDO Cashier
Section to pay an examination fee of Five Hundred Fifty Pesos (Php
550.00}. '

Upon receipt of the payment, the SDO Cashier shall tag the application
as “PAID” through the PTOAS. An email notification shall be sent to
the applicant indicating that the application has been approved and a
payment of the Examination Fee has been received.
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10.

11.

12.

13.

14.

The SDO Cashier shall stamp the COE as “PAID”, and affix his/her
signature on the COE,

The SDO Cashier shall secure the lower portion of the COE (RO Copy),
and return the upper portion of the COE (Applicant’s Copy) to the
applicant.

The Applicant’s Copy of the COE shall serve as the test taker’s test
permit and should be presented on the day of the exam together with
their valid ID (UMID, SSS, GSIS, Philhealth, Voter’s ID, PRC License,
DepEd ID, or Driver’s License).

The SDO Cashier shall remit the payment of examination fees, and
transmit lower portion of the COE (RO Copy) along with a master list of
paid test takers to the RO Cashier.

The RO Cashier shall prepare the Individual Official Receipts based on
the submitted master list of paid test takers/RO Copy of the COE.

The RO Cashier shall submit the list of paid applicants together with
the lower portion of the COE (RO Copy) to the RO QAD.

The RO Cashier shall transmit the Individual Official Receipts to the
SDO Cashier for distribution to the applicants.

The RO shall issue a regional memorandum indicating the final master
list of test takers. If the test taker’s name is not included in the list,
applicants may contact their respective SDO or RO.

Iii. OPERATIONS -

A. Identification of Regional Testing Venue (RTV):

The Regional Testing Venue to be identified by the RTWG for the 2018
Principals’ Test must:

1.

2.

be conducive to test taking and free from unnecessary noise;

be provided with Barangay/Police Officials for security;

be accessible via public transportation to majority of the test takers;
be nearby affordable accommodation;

have provisions for examinees with special needs;

Have adequate space for parking;

have a provision for a waiting area for non-examinees or companions
to prevent them from entering the premises near the testing area;
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8. have clean restrooms with available water;

9. have a sufficient number of testing rooms for the number of examinees
with the following conditions:

a.

clean and adequately lighted and ventilated, and

b. with 24 chairs that are suitable for adults.

B. Seating Arrangement

1. There must be 24 chairs in every testing rooms following the
arrangement in the attached seat plan (Annex 2).

2. Applicants in the same testing room may come from the same divisions
but should be arranged alphabetically.

3. Applicants with the same surname must be in different testing rooms.

C. Identification of Examiners and Proctors

C. 1. The Supervising Examiners and Room Examiners to be identified
should meet the following qualifications:

1.

S.

6.

Be an incumbent Principal, Senior Education Program
Specialist, Education Program Supervisor, Public Schools
Division Supervisor, or Chief;

- Not be retiring in the next two (2) years;

Not be related to any of the test takers in the assigned room up
to second degree of consanguinity or affinity and should sign a
disclosure statement for this purpose;

Not eligible to take the 2018 Principals’ Test;

Have proven competence and integrity, and

Be recommended by their immediate superior.

C. 2. Roving Proctors shall be identified and may be assigned by the
Regional Project Manager.

Principals’ Test Orientation and Administration Personnel

The Regional Testing Coordinator/s shall manage the operations during
the actual administration of the 2018 Principals’ Test. They shall ensure
orderly and systematic administration of the test. They shall conduct
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orientation for the all 2018 Principals’ Test Administration Personnel and
ensure that they perform their respective functions as follows:

1.

Central Office Representative/s

Prepare necessary materials for the orientation and actual
administration of the test;

Pick up the test booklets and answer sheets from the assigned
pick up point/s;

Monitor the conduct of the test in the assigned Regional Testing
Venue to safeguard the integrity of the test and orderly test
administration in accordance with national policies and
guidelines;

Ensure synchronization of time to ensure that every test taker
starts and ends at the same time;

Lead in the distribution and retrieval of test materials in the
Regional Testing Venue and delivery/shipping of the test
materials to DepEd Central Office;

Provide technical assistance to the Regional Testing Coordinators;
and

Prepare and submit required test administration monitoring
reports to the Project Director.

Supervising Examiners (1 for every 5 testing rooms)

Protect the integrity of the test;

Ensure orderly and systematic conduct of the test in the assigned
testing rooms;

Report to the Regional Testing Coordinator any issues and
concerns regarding the conduct of the test as well as the actions
undertaken as necessary;

Prepare and submit required test administration monitoring
report to the Regional Testing Coordinator;

Assist in posting of the list of test takers on the wall/door of each
of the testing rooms one day before the test; and

Assist the examinees in looking for their assigned testing room.

Room Examiners

Protect the integrity of the test;

Report any observations that might affect the integrity of the test
as well as the actions undertaken as necessary;

Manage the conduct of the test in the assigned room;

Follow strictly the procedure in the conduct of the test;

Attend orientation;

Collect and return test booklets and answer sheets according to
the guidelines, and ensure their completeness; and

Submit accomplished accountability and monitoring and
evaluation reports to the Regional Testing Coordinator.

Roving Proctors
(at least 3 for every Regional Testing Venue or more if necessary)

Protect the integrity of the test;
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- Closely monitor the assigned testing rooms and immediately
report any irregularities and/or administrative concerns to the
Regional Testing Coordinator;

- Assist the supervising examiners in ensuring orderly and
systematic conduct of the test;

- Provide assistance to the Room Examiners whenever necessary;

- Assist in the posting of signages and locator charts in proper
areas for the guidance of the test takers; and

- Ensure that the companion/s of the test takers remain in the
waiting area, away from the vicinity of the testing rooms.

Medical Staff

- Provide medical assistance where necessary; and

- Ensure that Over-the-Counter (OTC) drugs are available for
emergency cases.

Janitors

- Keep the vicinity clean and conducive to the activity;

- Ensure that the testing rooms are clean and well-lit with proper
ventilation;

- Arrange the chairs of each testing rooms in accordance to the to
the layout of the seat plan; and

- Keep the restrooms clean and ensures availability of tissue and
soap.

Security Guard

- Take charge of the safety and security of the testing venue.

- Rove around to ensure peace and orderliness of the
surroundings.

- Assist the companion/s of the test takers to the waiting area.

Financial Staff (Accounting, Budget, Cash)

- Ensure that payments/honoraria due to the concerned personnel
are given right after the retrieval of test materials and
accomplished forms in accordance with accounting and auditing
rules.

- Keeps all documents related to the financial operations of the
test.

Help Desk Personnel

- Take charge of the Help Desk located strategically near the
entrance of the testing venue, and respond to concerns regarding
Official Receipts, master list of test takers and room numbers,
medical and legal concerns, etc.

Utilization of the Examination Fee

For the guidance of the Regional Budget Officer, Regional Accountant and
RO Cashier, the examination fee of Five Hundred Fifty Pesos (Php 550.00)
shall be utilized as follows:
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Ten Pesos (Php 10.00) is for the Legal Research Fund as stipulated in
DepEd Order No. 14, s. 2015. The remittance to the Bureau of
Treasury is stipulated in the said order.

Five Hundred Forty Pesos (Php 540.00} shall cover various expenses
relative to the preparations and administration of the 2018 Principals’
Test such as (but not limited to):

a. Operation Expenses:
- Electricity and Testing Venue rental
- Communication (allowance, signages, tarpaulins, etc.)
- Supplies, materials, meals and other incidental expenses during
the orientation and actual conduct of the exam
- Expenses for the improvement of accommodation of testing
venue

b. Travel and Accommodation Expenses:
- Regional Testing Coordinators attendance to the National
Orientation
- Central Office Representatives travel expenses to the Testing
Venue and back to DepEd Central Office
- Accommodation arrangements of Organizers and Central Office
Representatives

¢. Possible expense on the delivery/shipment of Test Booklets to
DepEd Central Office

d. Honoraria of all personnel involved in the orientation and conduct
of the 2018 Principals’ Test

Savings from previous principals Test may be utilized for the following
items to be used in the activities related to the Principals’ Test:

a. IT and Office equipment and supplies.

b. Printing of the materials (such as, but not limited fo User’s Guides,
Test Administration Guides and other materials and forms).

c. Payment of Overtime services of authorized personnel involved in
the SDO & RO online application process.

Utilization of fund shall be upon approval of the Regional Director,
subject to COA and accounting rules and regulations.

F. Payment of Honorarium and Overtime Services

1.

In order to ensure the peaceful and orderly conduct of the 2018
Principals’ Test, participation of Central, Regional, and Schools
Division Office personnel is necessary. The orientation and
administration of the test shall be done on non-working days, and

. these personnel shall be required to render services beyond their
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regular duties and responsibilities. In this regard, granting of
honoraria to these personnel shall be authorized.

2. The computation of the honorarium for the 2018 Principals’ Test shall
be based on the DBM Circular No. 2007-2 dated October 1, 2007,
entitled “Guidelines on the Grant of Honoraria Due to Assignment in
Government Special Projects.”

3. Expenses allocated for the honorarium shall be drawn out from the
examination fees. No funds collected from the Central, Regional, and
Schools Division Offices shall be expended for this matter.

4. RO & SDO personnel who are involved during the preparation, online
application and evaluation of documents shall be entitled to overtime
pay charged to the examination fee or local funds, subject to the
existing accounting and auditing rules and regulations,.

5. To ensure the systematic preparation of the detailed budget proposal
and financial report to be submitted by the RTWG.

IV. OTHER INFORMATION PERTINENT TO THE 2018 PRINCIPALS’ TEST

A.

For orderly and efficient test administration, examinees are reminded of
the following:

1. Be in the assigned Testing Venue by 7:30 am on the day of the test.

2. Bring the Certification of Eligibility (COE]} with valid IDs, two (2)
good quality pencils, a sharpener, and a rubber eraser.

3. The test administration will last for three (3) hours.

4. Anyone caught cheating (such as bringing of “kodigo”, talking to
seatmates, taking photos of the test materials, use of mobile phones
during the test, etc.) shall anutomatically be disqualified, and shall
be sent out immediately. He/she will be subject to investigation
and/or filling of an administrative case.

.DepEd values the eredibility and integrity of the examination. The

agency is NOT, in any way, affiliated with individuals or institutions
offering and providing review sessioms. A warning is given to all
applicants against individuals or organizations which claim to have access
to the content of the examination. Applicants, individuals, or
organizations who shall have direct or indirect request for test
content and/or perform an act of bribery (monetary or gifts) to CO,
RO, and SDO employees shall be subjected to investigation and/or
filing of appropriate administrative case. You may report such cases
encountered to bhrod.hrdd@deped.gov.ph.

SDOs, through the Human Resource Development Unit, are encouraged to
support the examinées through:
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1. Formation of support groups similar to Learning Action Cells mentored
by high performing school heads;

2. Familiarizing applicants with the school processes, operations,
reports, challenges, and actual scenarios faced by the School Heads;
and

3. Organizing immersion opportunities on school processes and
operations in different school typologies.

D. All initiatives and activities shall be strictly free of charge and not to be
conducted during class/office hours. Schools Division INSET funds
may be used for meals and materials reproduction subject to the usual
accounting and auditing rules and regulations.
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Republic of the Philippines

Bepartment of Education
INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE
User Support Division
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INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE | User Support Division

| Creating Your Account

You must have your own PTOAS account that enables you to submit your application and view
your application status.

1. Access https://principalstestapplication.deped.gov.ph/ in your web browser.

peheo

PRINCIPALS’§
TEST iiiiiiii 3
ONLINE APPLICATION SYSTEM

o
-
4]

LOGIN
Dvols £mad Asd sy
1 Enter sout CavEs e an adIN ]
Pastwor!
[ s ]

Create Applicant Account

Feegot yout passwora?
Privacy Motica

1. Inthe login page, click Create Account.
* You will be directed to the Privacy Notice page.
2. Read the Privacy Notice very well.

Privacy Notice

This privacy notice discloses the privacy practices for the Principals Test Online Application System
(PTOAS). This notice applies solely to information collected by this website.

»

The information collected in this site will be used to direct your application to your respective Schools
N Division/Regional Office.

1t will also be used to process and update you on the status of your application.

1t will be permanently stored in the principals’ tast takers database.

We take precautions to protect your information. When you submit sensitive information via the
websile, your information is protected both onfine and offline.

Only authonzed DepEd personnel who administer {0 and analyze the Principal's Test are granted
access to personally identifiable information,the exchange of which will be facilitated through email
and web applications. The computers/servers in which we store personally identifiable information are
kapt in a secure environment

You have the night to ask fora copy of any personal informalion DepEd holds about you, as well as the
right fo ask for its corraction

If found erroneous on reasonable grounds, you may conlact bhrod.hrdd@deped.gov.ph

« Check here fo indicate that you have read and agree to the Privacy Notice.

3. Ifyouhave read and agreed to its terms, click the Check here to indicate that you have
read and agree to the Privacy Notice checkbox, then click the Next button to proceed
to the Create Account page.
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INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE | User Support Division

4. Fill out the fields under Login
Information.

Enter your DepEd Email
Address.

Enter your desired
Password.

Retype your password in
the Confirm Password
textbox.

5. Fill out the fields under
Applicant information.

Enter your First Name,
Middle Name (if
applicable), and Last
Name.

Select your Name
Extension {If applicable).
Select the vear, month,
and day of your Date of
Birth in the dropdown
list.

Select vour Sex in the
dropdown list.

Enter your Mobile
Number using this
format: OFZXXXXXXKXX.
Enter your Landline
Number (If available;
include the area code).
Select the Yes or No
option button in the Do
you need special
assistance field if you
need special assistance

Create your Account

* DepEd Emall Aduress

it iy vy ekt g s i,

Niddle Name * Last Hame

* Firnt Name

Mame Extenston
:tiare AN HALL

* Date of Birth

YEAR ¢ MOMTH v DAY SELECT

* Mobile Humber Landlins Humber {include Arax-Coda)

TAKA COXXA R R EPIVHE A S DI TR LY

* Do you noed apecinlassistance? (For Pregnant. Semor Crozen or Persun with Dsabitly)
YES . NO

* §chool Namn 7 Offico Nameo

DUEASE B TR LB [T S AR S B WA

* Sehoo) Addresa 7 Office Address

* Houae Number, Block, Lo Numbsr, Street, SubdivislonMitage, Baranggay

* Ragion * Province

SELELCT *  SELECT

* Cleg/Municipatity

SELECTY

(for example, pregnant/expectant mother, senior citizen, or with disability).

6. Fill out the fields under Work information.

Enter the school’s complete name in the School Name textbox (for example, Juan
Dela Cruz National High School).

Enter the school’s six-digit ID in the School ID textbox {for example, 123456).
Enter the school’s complete address in the School Address texthox.

7. Fill out the fields under Home Address.

Enter your complete Home Address using the following format: House No. /Block No.

/Lot No. /Street/Subdivision/Village/Barangay.

Select your Region from the dropdown list.

Select your Province from the dropdown list.

Select your City/Municipality from the dropdown list.
8. Click the Create button to submit account registration.
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INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE | User Support Division

9. Apreview of your previously entered
Login, Personal, and Work
Information will be shown.

10. If you need to correct any information
you have already entered, click the
Edit button to enable all fields for
editing.

11. After reviewing the information you
have filled in, click the Proceed button
to continue account creation.

12. If you have reviewed your information
and have verified it as accurate, click
OK on the popup to confirm.

Have ,cu revieved what vy placed i the form”

Corfim the srzliee ©° ,ur 330070 by mitteg Oa
gt

NG e 1e GLIS 1o

vaniel

13. Another message will pop up,
presenting you with a Reference

Number.
e Click the OK button to redirect
to the Login page.

Congiatulalicns JUAN SANTOS DFLA (RUD R

YOou have succestuny registered in the Frinupals Test Onine Application
System.

Your Referrence humber is. 2018-04709

Create yous Account

UOGN INFGRMATION (i take e of you fogi ikoroationd

Emafl. puan debacruz0opad gov ph

Password 1215678

Flrsy Name: JUAN

Middle Nama: SANTOS

Lasi Name DELACRUZ

Extension Name. JR

DUth Bate JANUARY 1. 1993

Gender. MALE

Mobile Humber 03111111111

Landine Number {Include Area.Code). 832 15111210

Do you need some asalstance? NO

School Nama JOSE RIZAL HIGH SCHOCL

Schoal D 123455

School Addrass. RIZAL ST, SAM PEDRQ

Home Addiess: BLOCK 1 LOT 3 BRGY MAHARLIKA
Region: REGION 1 (LOCOS REGION)
Provinco. LOCOS NORTE

ChtyMoniclpality ADAMS

14. We will send you an email to the email address you provided as confirmation that your

account has been created.

Principals” Test «rorepy o0t Laistesth 12 3600 gov o0~

wTe -

Gaar EMILIO AGUIRALDO

1 Complate e raqueed oo
2 U?load scanned copy of the dxumems which underwers

2 1 Parformarc e Raling of Vory Satrstscy (VS) for tha last ral
22 Sqgred Sernce Re'?ud i 9

1 Applicadie,

o Ci-rmaccgm‘ac’ hlgh&f aducauon rESITN

Goodiue k¢

Thus 18 20 confrm your account regisizabon in the Principals Test Apokeabon Partal
Please take nole of vour Relerence Humber 2018-05006 You can use tus number throughout your anpht aton process §of the Prncipals Test 2018
‘

To procead with your appiaton, LOG IN w9 your atcount and do ths following

o-avahation{endenced by 3 STAMPED MARK)
the Scnools Driwon Ofea n POF varsion (maamum 0B par & ’.Ie)

230a abonasles:her-wcr =s-gmdb the Scheols Drasion Sy
24Cms‘qﬂanmc€ \”g y nb«anE&:mmedpmazemb’umn

Ensura that a pages of the documents bisiad sdove are scanned and uplcaded 1o avoid lor compharee and dsapp

455 PM 3 ates 906,

PN

¥ of your appke b0
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| ' Logging In
" After creating your account, you may log in to PTOAS to access its facilities and process your
application.

1. Access https://principalstestapplication.deped.gov.ph/ in your web browser.
2. Enter your DepEd Email Address and your Password.
3. Click Login to input your credentials and be redirected to the home page.

¥ AiNo, BaggBREs

Paten .

PRINCIPALS’

TESTsiivitiai APPLICATION FORM
ONLINE APPLICATION SYSTEM

Reference Number:
2018-05789

Application Form “ Respon > Provnce * Municpality
Application Status

HLGION IV A (S AUABANZUN, Lagura LLiw
Manage Account
Change Pagsword
Help

Log Out

Dot o | inployeo Hunbe * Casent Bontion

||| Filling Out the Application Form

To facilitate a smooth application process, you are expected to fill out all required information
in the Application Form accurately.

1. Fill out the fields
under Applying at.
o Selectyour

Region,
Province, and
Municipality
from the
dropdown list. * Reazon fos toking the exam

» Enteryour ‘
Reason for
taking the
exam in the
provided
textbox.

e Enteryour e f e e s ke
seven-digit (2o @)ttt o)
DepEd
Employee
Number (if applicable; for example, 1234567).

« Select your Current Position from the dropdown list.

o If youselect Other Position as an option, Specify Current Position in the
textbox provided.

» Select your Designation from the dropdown list.

* Region * Province * Mumscipatity

EER IV . SfCT s SIhFaT

Dept d Employee Numbee * Current Posision * Desgnation
.

et Desigration
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o Ifyouselect Others as an option, Please Specify your designation in the
textbox provided.
¢ Enter the Number of times test was taken in the provided textbox. (Enter O if you
are taking the exam for the first time.)
o Ifyouentered a number of 1 and above, enter the year/s when you took the
exam in the textbox/s labeled 1% take, 2™ take, and so on.

2. Upload soft copies ————
(preferably scanned o e
copies) of required Markmm ot 200 pa P dosumes:
documents as stated * Perfarmancs Rating far tha tast wa (2) rating:
under Supporting Choosa ite i e chosen
Documents: © Soned Senvoe ocort,

e Performance chooserte meo i cnosen
Rating for the
I ast two (2) g::ggﬂm :; Teaches tn Charge / Officer In Chasge Signed by SDS
ratings; Choza e Notis ehosen
» Signed Service @ o 200 po
Agplicoble)
Record; Choose Fte No fir chasen
» Designation as ’
Teacher in
Charge/Officer REMINDER:
in Charge Sighed Ploate make suro that tho provided (a1 form 1s and comect. You willno loages be able
by SDS (if
applicable); and
» Certification of

Managerial and Administrative Experience (if applicable).
3. Once done filling out the form, click the Submit Application button.
4. You will be prompted that Your application has been saved successfully:
click OK to confirm.

Your application has been saved successfully,

|\/ Checking Your Application Status

Once you have finished submitting
your application, you will be
redirected to the Application
Status page, which indicates what
level your applicationis at and

. . Date Status
what its details are.
. . e s 2018-00-24 09:47:16 For SDO Review
You will also receive notifications
through your email as soon as the 2018-09-24 09:39:28 For Compliance
status of your application is
Changed or updated_ 2018-09-24 09:28:16 For SDO Review

Please take note of the following
application statuses:
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For SDO Review

This will appear as a status once you complete the Application Form, indicating that your
application has been routed to the Schools Division Office (SDO) where you filed your
application.

The concerned SDO personnel will evaluate your application and process it accordingly before
forwarding it to their Regional Office (RO).

Principals’ Tes! Applicalion Status  wise » # §
PONCRIN THIL  nly by e e e T 112 w00 gm0 -~ -

2018-09-24 09:28:16 For SDO Review reanre Naareer 01806187
Dea 1Al BANTOS LLLA CRUS

Thet 1 10 0T YOU 100 e e e TR ELICANN YOUR SN AT e SUDJECE 1D RY2IATHON INA YRANCILON J1 yOUT ASRICUVS Behoals Deition Office

“nans ot

Forwarded to RO for Review
This will appear as a status once the SDO has forwarded your application to the RO, who shall
review your application and approve it prior to payment.

Procoxs Tast ApOKIBLOr SIatus e ~u
Prcwah fow o e cartanc e [RPERWEPN G PN
b s Pecaon K13 OHP
- 2018-09-24 09:54:11 Forwarded to RO for Review Ua £1&4 < AAAAALD
TN e i Bty s e e W S Lo A o et e formranded 890 Ty Regiomal Offics o ekl e ahagom
hare af

For Payment
This will appear as a status once the RO approves your application for the 2018 Principals’
Test, and that payment will be needed to proceed.

At this juncture, the SDO Evaluation will issue you a Certificate of Eligibility (COE), and you
will be asked to proceed to the SDO cashier to settle the test fee.

Prncipals Test Apphcaion Sl we o EX)

Principals Tast  eact, pod Bt Ehotmt it 1642 A At 20 ~ -

_ MO8 Yen i i AT fa S T e 8 o 08 Cart i ake 4 vy
2018-09-04 23:20:55 For Payment e e e
* L A AT TP AN 130 RS S et -G el W 2 e

D o T T e

Approved/Qualified
This will appear as a status once your payment for the test fee has been received and
confirmed, and that you are qualified to take the 2018 Principals’ Test.

[P e ——— A Drtee 20i -

Aot St 21 995
Onm £ 5 A D
2018-09-04 23:25:22 Approved / Quahfied TR R A B 9 s g 43 B b for e ot of i 838 O
Aa Y o (Or PO DR ae IR Mre S $a LA Pl N SR MG (. nx Dy Tert MLTR TR Pl Laniic e o € gkt aad 3 P SO v st

Pt 1 oamnond 1) rater Pre Rxonm €06 100 Lmow (000N O g GOt ate of EADRAR, 1 B9 GRAFER Of Joak GFEN NEAGE T GGl Mac gt i ran or B0 Oy of e
€ 2. s e o caamee

Foo ngumue cleibk atom arst xSy .33 L8 108 Y8 Senxat Dramon STee u Regord Ofee.
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V.

Disapproved

This will appear as a status once your application has been rejected or disqualified, along with a
specified reason.

Principala’ Tast «vitisy prs cawienBIsgrloncd . s B AN T maer gl B
fre

Relersnce turlae 01805657,
Grar GREGORID SEMPIO DEL PLAR

. Ths 15 1o eform you that yeu did not Guality tor tve 2018 Prinelpsh’ Test. Dus 16 Insuficient requirgments. cannot ba astiiad by decuments
2018-09-24 10:04:10 Disappraved due to

Thank you

T3 1 3 aulogRnraled emmad Plodss WD Gt iSO Ko i 97

For Compliance
This will appear as a status once your application has been reviewed, but that the RO or SDO
deems that the documents they received are invalid or insufficient.

Any application with this status is given a specific timeframe (three days at the SDO level, and
five days at the RO level) to comply with said requirements before proceeding any further;
failure to comply within such timeframe can lead to automatic disapproval of the application.

Prineipals Test - nosesiy puir paintestdd? geped gon phe S30AM L witer ) Y W D
S

Stedornne e Humbae 20105657,

e GREGORIO SEMSI0 DEL PRAR

Thit 4 1o wknrm you thal yous apphication han been e-akiated snd FOUNID CAIT with invandfacking dacuments FOR COMPLIANCE

2018-09-24 09:39:28 For Compliance

You ary gwen thice™ (3) days to coniply and cemplata the ¥ to prooeed your

d amail. Piaase do ot respand o this email.

Managing Your Account
You can update and manage your personal details in the PTOAS.

1. Click Manage Account from the Main Menu.
2. Onceinthe Manage Account page, click the Update Information to enable the fields
" and proceed with editing the following:
« First Name, Middle Name (if
applicable), and Last Name;
« Name Extension (If applicable).

e - Sex; o o, —
* Meobile Number; ” e e .
« Landline Number; e
e Home Address; and s 01
o Region, Province, and -
City/Municipality. B

3. Click the Update button to save
changes; otherwise, click Cancel to

discard changes. e
4. Once you click Update, you will be - - SN—
prompted that Your information has oo+ o - s
been updatEd SUCCeSSfu"y; C"Ck OK Your information has baen updated tuccessiully.
to confirm.
i

Principals’ Test Online Application System (PTOAS) User Guide for Applicants 7




INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE | User Support Division

\/l Changing Your Password

This facility allows you to change or reset your password while still logged in.

1. Click Change Password
from the Main Menu.

2. Enter your Current
Password.

3. Type your new password
twice: first in the New
Password textbox, and
againin the Retype New

LI

Sh!iINCI_E?AL_S’a
TEST 1iiiiiiii

* Current Paasword

Reference Number:
2018-00164

* Naw Password

Password textbox. Application Form
4. Click Save to update your Application Status
password. Manage Account » Retype Mew Passviord

5. You will be prompted that

Your password has been e :

. Hel
updated; click OK to &P Foa VR
confirm. Log Out Your password has been updatad!

\/||. Resetting Your Password
This facility allows you to reset your password in case you are unable to log in using your
current password.

1. Click Forgot Password in the FORGOT PASSWORD
login page to access the DopEd Emall Addrass
Forgot Password page. SR
2. Enter your DepEd Email
Date of Birth
Address.
Year * Month » Day
3. Select the year, month, and
day of your Date of Birth in
the dropdown list.
4. Click the Reset button to be redirected to the login page.
5. Youwill receive a temporary password through your email.
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VI

Getting Help

Click Help to open the directory of
division offices within your region,
together with their contact details.

To go back to the homepage, click
the Back link below the list.

Logging Out
Click Log Out in the Main Menu to
log out of the PTOAS. '

You will be redirected to the login
page.

For ey ¢

dartfieatct plode v tend your Dovsave O,

o - ) N onteot
Division [A\ddress Lugerin!cmlcnl upesintendent/spumber
st Cof Pt Gity [ormss O. fefise G, Laranio  FOSS) 341~
torte roveshiar L O1C-1S05! 3207

OICH £342-6322
3329587
Pupman Gl Sar Prosperidod, Morasra TAZ3s  Mourena A D Sar JOSS) 313-
Agusan dut Sue §OIO) Nl 5. Lonxeeso P85
[232-3820
042-3827
212-3785

2423785 (fax)

ntaued [slands Pinsyst Islands Karor: L = (85 365-
abartidda (000) 1657
32130 el Rizal St dichs M, R Pranciv L Mabive 086 231-
rxte Ftigau Gty . 0:C-AS05) 7517
3258216
$26-8216
leliefar)
origoy del S Tanday, SutkrasPantou 8 - 086 211-
e Sur EEMAIEY) 322
211-3970
Pavuuan Sty Pavogse Sty Droelda N -« =
Pnabormidy (O00)
nday Cily Foalay City waila § $85) BI8-
vy 2055
353-435%
532004 {Hax)
e tuan Cily 3duer Chy et T e |08S) 312
Zemntites, Jr BR3GC
1342-6777
Catasdbarar  Kabadarae crendo 0.
52 ISy [ oas oo (GIC)
L Ploreroc £ 086} 355+
a C k Penaden (0IC- 1535
—_— "S25)
Elizateth 5. arawc §054) 825~
f OIC-AE0S 3075
§26-12%
2525348 {fax)
Ty Y o Aoy wTUT Sy - e e
OIC0)
[
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BUREAU OF HUMAN RESQURCE AND ORGANIZATIONAL DEVELOPMENT

DepED Complex, Meralco Avenue, Pasig City

2018 Principals Test Seat Plan

Annex 2

SEAT NO. 6 SEAT NO. 12 SEAT NO. 18 SEAT NO. 24
SEAT NO. 5 SEAT NO. 11 SEAT NO. 17 SEAT NO. 23
SEAT NO. 4 SEAT NO. 10 SEAT NO. 16 SEAT NO. 22
SEAT NO. 3 SEAT NO. 9 SEAT NO. 15 SEAT NO. 21
SEAT NO. 2 SEAT NO. 8 SEAT NO. 14 SEAT NO. 20
SEAT NO. 1 SEAT NO. 7 SEAT NO. 13 SEAT NO. 19
AR‘OOM EXAMINER'S TABLE
BAGS BLACK BOARD BAGS




