
Appendix 5  
 

Team Leader Responsibilities 
 
 
1.  Laurel VEC VE Team Leaders are the principal interface between the VE Team, the 
applicable Regional Coordinator, the VEC and the FCC (if required).   The Team Leader may 
also perform any of the roles of the participating VEs.   
 
2.  Each Laurel VEC VE Team Leader or acting Team Leader is responsible for and required to 
perform certain tasks including but not limited to the following: 
 

2.1.  Coordinating all scheduled exam sessions with the VEC. 
 
2.2.  Creating, maintaining, and training a team of Volunteer Examiners. 
 
2.3.  Developing a workflow process that ensures the following: 
 

2.3.1.  Exam sessions are conducted in compliance with the FCC’s rules and the 
policies, procedures and instructions of the Laurel VEC, and instructions from Regional 
Coordinators.  
 
2.3.2.  All paperwork is 100% accurate and complete. 
 
2.3.3.  All processes and procedures are completed in a timely manner but never at the 
expense of compliance, accuracy, or completeness. 

 
2.4.  Advertising the team’s exam sessions. 
 
2.5.  Maintaining up-to-date Team information on the VEC website, including but not limited 
to: 

 
2.5.1.  Contact information 
 
2.5.2.  Exam registration requirements 
 
2.5.3.  Exam location(s) 
 
2.5.4. The team’s exam schedule. 

 
2.6.  Coordinating with the applicable Regional Coordinator or VEC Chairman, as 
appropriate, to address and resolve any known or suspected problems with the policies, 
procedures and instructions of the Laurel VEC. 
 
2.7.  Coordinating with the leadership of the sponsoring organization (typically an amateur 
radio club) as required or directed. 
 
2.8.  Ensuring sufficient VEs are available for scheduled exam sessions.  This includes 
contacting members of the VE team directly or through a second person to check availability 
and ability to participate. 



 
2.9.  Coordinating with applicants who pre-register for the exam session.  This includes 
answering questions, providing recommended courses of action for preparing for the exam 
session, providing directions, etc. 

 
2.10.  Using VEC-provided applications to do the following (See Appendix 6 for further 
information): 
 

2.10.1.  Exam Generator - Create exams, answer keys and grading templates. 
 
2.10.2.  VE Manager - Nominate and manage VEs on their team; create and maintain a 
roster of VEs, provide newly accredited VEs with their VE accreditation.  
 
2.10.3.  SessionManager – If authorized to use this application, create a digital version 
of exam sessions including the results of the exam session. 

 
2.11.  Creating, preparing, providing and maintaining a supply of forms and other materials 
as appropriate for each exam session.  Teams are not required to provide any of the 
following but may choose to do so:  Calculators, scratch paper, pens, pencils, etc. 
 
2.12.  Submitting receipts for expenses related to VE Testing to include expendable 
supplies, reproduction of forms, postage, etc. to the sponsoring club for reimbursement.  	
 
2.13.  Ensuring that the examination facility is available and ready. 
 
2.14.  Arranging furniture as required for registration, administering exams, and grading 
exams. 
 
2.15.  Assigning individual VEs specific duties during an exam sessions, provide instructions 
to the VE team members as required, and answering their questions as appropriate.  
 

2.15.1.  Registration 
 
2.15.2.  Exam administration 
 
2.15.3.  Grading 
 
2.15.4.  Documentation preparation (NCVEC Form 605 and CSCE) as appropriate. 
 
2.15.5.  Exam certification (Signing of NCVEC Form 605 and CSCE) 
 

2.16.  Giving pre-exam instructions to the applicants and answering questions from the 
applicants. 
 
2.17.  Coordinating and monitoring the workflow process and the performance of the VEs 
during the exam session and make corrections and adjustments if necessary.  
 
2.18.  Making decisions regarding procedures; resolving conflicting guidance or instruction; 
and is the decision maker on any violations (intentional or otherwise) of examination rules or 
protocols.  Appeals of any decisions by the VE Team Leader may be submitted to the 
appropriate Regional Coordinator or the VEC Chairman for resolution. 



 
2.19.  Notifying applicants as soon as possible and feasible when they pass or fail an exam, 
as appropriate. 
 
2.20.  Reviewing all exam session-related paperwork and each applicant’s paperwork 
(NCVEC Form 605 and CSCE) for accuracy, legibility, and completeness before awarding 
each applicant their CSCE when appropriate.    
 
2.21.  Recruiting and nominating qualified prospective VEs.   
 
2.22.  Coordinating the effort to clean and restore the test facility to the condition it was in (or 
better) prior to testing. 
 
2.23.  Collecting and ensuring each applicants' paperwork is accounted for and secured and 
that all test materials are accounted for and secured at the end of the exam session. 
 
2.24.  Ensuring the test facility is secured upon departure or notifies other people using the 
facility that the VE Team is departing.  
 
2.25.  Preparing exam session paperwork as required and appropriate. 
 
2.26.  Reviewing, organizing and collating exam session paperwork following the exam 
session. 
 
2. 27.  Forwarding all the exam session paperwork to the appropriate Regional Coordinator 
or the VEC Chairman if applicable, within seven (7) days of the session.  
 
2.28.  Reviewing and evaluating VE Team performance during the exam session; providing 
feedback and taking corrective action as appropriate.   
 
2.29.  Providing information to the Laurel VEC and/or Regional Coordinator as required, 
requested, or when appropriate. 
 
2.30.  Submitting reports to the sponsoring organization (e.g., usually a radio club) 
describing the test session, results and the names of the participating VEs as required.  
 
2.31.  Submitting receipts for expenses related to VE program (expendable supplies, 
reproduction of forms, postage, etc.) to the sponsoring club for re-imbursement. 
 
2.32.  Providing up-to-date contact information to include but not limited to e-mail address 
and phone number(s) to their Regional Coordinators and the Chairman of the Laurel VEC.  
Notification of any changes to any contact information will be made not later than three (3) 
days following the change. 
 
2.33.  Notifying the Laurel VEC, the applicable Regional Coordinator and the Laurel VEC 
Webmaster within three (3) days if the Team Leader is changed so all necessary changes 
be made as appropriate and as soon as possible.   
 
2.34.  Contacting the appropriate Regional Coordinator or Laurel VEC Chairman regarding 
any issue or situation that occurs before, during or after an exam session. 
 



2.35.  Maintaining up-to-date personal contact information and providing the same to the 
appropriate Regional Coordinator and VEC Chairman. 
 
2.36.  Keeping the appropriate Regional Coordinator or the VEC Chairman informed as to 
your status and when your status changes to include but not limited to the following: 
 

2.36.1.  Personal absences by the Team Leader and the Deputy Team Leader that will 
prevent the team from conducting their next scheduled exam sessions. 
 
2.36.2.  Extended personal absences by the Team Leader during which he/she will be 
incommunicado. 

 
2.37.  Responding to queries from the Regional Coordinator or the VEC Chairman in a 
timely fashion.   
 
2.38.  Considering doing the following: 
 

2.38.1.  Inviting a member of the leadership of the sponsoring organization to speak to 
the applicants before or after the exam session about amateur radio in general, the 
benefits of joining a club, etc. 
 
2.38.2.  Provide handouts to exam session applicants (successful or not is your choice) 
such as but not limited to the following: 
 

• ARRL information and website 
• Club information 
• Membership and meeting schedule 
• Club website 
• Upcoming radio events (e.g., Field Day, a state QSO Party, CQ World Wide, etc.) 
• Upcoming club activities (e.g., Field Day, public service event, Club Picnic, kit 

building, etc.) 
• Local club “Elmers” by topic (e.g., Antennas, buying a rig, contesting, emergency 

communications (ARES & RACES), Vanity calls, Interference, etc.) 
• (Amateur radio related websites (e.g., AC6V.com; AE7Q.com, e-ham.net; 

ARRL.org; FCC.gov; equipment vendors, etc.) 
 

2.38.3.  Provide updates and occasional reminders to the sponsoring organization at 
meetings, via their website and newsletter concerning but not limited to the following: 

 
2.38.3.1.  Pending and implemented changes to Part 97. 
 
2.38.3.2.  Grandfathered element credits; Necessary proof; describing the process to 
do a paperwork upgrade. 

 
 


