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 Panel Chair Role Description

The Panel Chair has overall responsibility for the timely development of a valid and secure examination by the panel. 

The Panel Chair is responsible for: 

· convening and managing meetings 

· briefing panel members, in conjunction with the Project Manager, on their roles and responsibilities and providing feedback to panel members on student performance on the previous examination 

· liaising between the panel and the VCAA Project Manager 

· ensuring that all checklists, logs, grids, statutory declarations, etc. are completed and delivered to the VCAA 

· allocating tasks to panel members so that all of the panel’s functions are carried out effectively 

· complying with all of the VCAA’s setting specifications, schedules and timelines 

· ensuring that the examination paper is consistent with the examination specifications 

· submitting the examination paper in an approved electronic format and in hard copy, together with the marking guidelines (how marks should be allocated including any criteria, descriptors, rubrics) and answer key (worked solutions, answer plans and multiple-choice answers) 

· submitting grids that relate examination items to curriculum content, and cognitive levels, assessment criteria or levels of difficulty (easy, medium and hard) whichever is applicable 

· submitting an accurate, complete and signed copyright log, even if no material from other sources has been used in the examination 

· maintaining the security of the examination at all times 

· responding in a timely manner to each vetter’s report and addressing all issues in a written response 

· proofreading the desktop-published version of the examination paper with another panel member in accordance with VCAA procedures 

· ensuring that the setting panel reviews and proofreads the final version of the examination paper prior to sign-off 

· confirming that the marking guidelines and answer key are correct and have been updated to reflect changes made to the examination in the course of the vetting process 

· ensuring at panel sign-off of the examination that the answers for multiple-choice questions are correct and correctly entered onto the multiple-choice log 

· giving approval to proceed with the printing of the examination paper, only after being satisfied that corrections identified through the vetting and proofreading processes have been made and that the paper is without errors 

· carrying out a check of the printed paper in order to detect errors arising from the printing process 

· preparing alternative exams if required (for example, if there is a possible security breach) 

· assisting with the production of examination materials (where applicable) for students with special needs (for example, diagram descriptions or audio versions of the examination for students with visual or hearing impairments) 

· completing an appraisal after the completion of the setting process to provide feedback on the setting, vetting and production of the examination (as requested) 

· being available by phone to VCAA staff during the time students are sitting the examination in case any queries need to be answered 

· advising the Chief Assessor, as required, on matters related to the final marking guide and the preparation of an Assessment Report (for which the Chief Assessor is responsible) 
· providing advice to the Manager, VCE Examinations to assist with responses to correspondence, complaints or issues arising from statistical analyses. 

In addition, for Languages examinations: 

· submitting a recording of the listening text, plus a hard copy of the transcript(s) 

· submitting an English translation of all Languages texts and questions 

· submitting a script reader nomination form. 

In addition, for Music examinations: 

· submitting a working copy of the recorded music on CD 

· overseeing the preparation of the recorded music of the final version of the CD. 

Other duties will include the following: 

· generally, the Panel Chair is asked to take on the role of Chief or Assistant Chief Assessor 

· if the Panel Chair is not appointed to either the Chief or Assistant Chief Assessor role, they are still expected to attend script selection and/or the assessor training meeting to provide guidance in the refinement of the marking guide. 

The Panel Chair may be asked to participate in a range of other VCAA activities, including study reviews, text selection panels and reviewing advice for teachers. 
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