VCAA Examination Setting and Vetting Panel Selection
Selection Criteria

Individuals appointed to examination setting panels are chosen for their: 

· relevant tertiary qualifications or industry experience 

· experience and expertise in VCE and/or VET assessment 
· knowledge of the relevant VCE study design or VCE VET program 
· appropriate teaching/training experience 
· other relevant factors, such as capacity to meet timelines and adhere to procedures. 
Conditions of Appointment 

The VCAA is responsible for managing the appointment of examination setting panels. Positions for panels are advertised in the VCAA Bulletin VCE, VCAL and VET, on the SSMS website <www.ssms.vic.edu.au>, and through subject associations and other relevant networks. 
Applications for all positions are considered by senior management at the VCAA. A VCAA Management Committee determines all appointments to examination setting panels. 
Prior to appointment to a position on an examination setting panel, all applicants may be screened by VCAA staff in the form of a qualification and referee check. 
Once appointed, all panel members must: 
· sign an Agreement to Conditions of Appointment prior to starting examination-related work 
· provide proof of a valid Criminal Record Check (information is provided at offer of appointment) 
· sign a statutory declaration after submission of the complete examination confirming that they have returned all materials associated with the preparation of the examination paper and declaring that they know of no security breaches relating to examination material. 
Conditions of Appointment Notes on Restrictions:

Close Relatives and Close Associations

Members of examination setting panels must consider their status with regard to relatives and other close associates undertaking VCE examinations in the same year. Relationships must be declared and will be considered individually. 

Relationships such as husband, wife, son, daughter, brother, sister, stepson, stepdaughter, parent, grandparent, uncle, aunt, nephew, niece, cousin, or similar relationships arising by marriage, by sharing accommodation or by de facto relationships, constitute too close a relationship. 

Whether there is too close an association with a student or other person depends upon relevant social, business or other circumstances. 

If there is any doubt about whether a person has ‘too close a relationship’ or ‘too close an association’, please refer the matter to the Manager, VCE Examinations for determination. 
Teaching - Members of the examination setting panels and vetters must not be involved in teaching, tutoring or lecturing any student(s) in Units 3 and 4 of the VCE study being examined. 

Practice Examinations - Members of examination setting panels and vetters must not participate in the preparation of practice or sample examination papers, practice examination questions or solutions for any organisation (commercial or non-profit) other than the VCAA in the study being examined. 

Textbook Authors - All members of examination setting panels must inform the VCAA of their association with any textbook, study notes/guide or other resources in general use for the study being examined. This is initially done as part of the application on SSMS. In each case the VCAA will decide the appropriateness of any involvement, taking into account the best interests and integrity of the examination development process and of the study. 

Examination Sitter Vetter Role Description

This vetter is selected on the basis of experience (particularly teaching experience) in the study. The Examination Sitter Vetter will read and complete the paper. They should attempt to approach the examination from a student’s point of view. The Sitter Vetter’s main aim is to prevent errors in the examination from being printed. 

The Examination Sitter Vetter is required to: 

· answer all questions as appropriate and make specific written comments if they are not satisfied with any question or aspect of the paper. Such comments must include suggested amendments that address the concerns identified 

· confirm the accuracy of the information presented in the examination paper 

· check the clarity of the layout, particularly instructions and labelling in the paper 

· check that labelling on tables and diagrams is correct and consistent with text in the examination questions 

· check that the space allowed for answers is appropriate 

· check that the questions are unambiguous and provide clear direction to students 

· check that the questions address the designated areas of study and outcomes 

· evaluate the length of the paper in terms of the time allocated 

· provide written advice to the Panel Chair on each of the aspects of the paper described above, including suggested alternatives.
In addition, for Languages examinations: 

· ensure that the order of texts is consistent with the CD recording 

· ensure that the timing of texts is consistent with the specifications in the study design. 

In addition, for Music examinations: 

· ensure that the recorded excerpts on the CD are consistent with the questions 

· ensure that the timing of excerpts and the number of playings is consistent with the instructions. 
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