
Introduction 

 
 
1.  Overview.  The Laurel Amateur Radio Club (LARC) Volunteer Examiner Coordinator (VEC) 
hereinafter referred to as the “Laurel VEC”, is one of 14 VECs that have entered into an 
agreement with the Federal Communications Commission (FCC) to serve as a VEC.  While 
each VEC might share common goals, their policies, procedures and instructions on how to 
achieve those goals will vary among the VECs.   
 
 a.  The policies, procedures and instructions of the Laurel VEC are unique to the Laurel 
VEC. Only by coincidence may any or all other VECs have policies, procedures and instructions 
that are similar or exactly the same. 
 
 b.  Similarly, the policies of any other VEC (e.g., ARRL, W5YI, etc.) do not apply to the 
Laurel VEC, its Regional Coordinators or accredited VEs. 
 
 c.  The policies, procedures and instructions of the Laurel VEC augment but do not diminish 
the authority or the requirements of the rules and regulations of the FCC. 
 
 d.  The mission of the Laurel VEC is to:  
 

(1)  Coordinate amateur radio license exam sessions scheduled and conducted by 
teams of Volunteer Examiners (VE) accredited by the Laurel VEC; 
(2)  Provide policies, procedures, and instructions to ensure that all exam-related 
activities are conducted in accordance with the applicable rules and regulations of the 
FCC; and  
(3)  Maintain the value and integrity of the Volunteer Examiner program. 

 
 e.  This document and its appendices establish the policies, procedures and instructions of 
the Laurel VEC, which are necessary to accomplish the mission of the Laurel VEC and are 
applicable to all Volunteer Examiners (VE) accredited by the Laurel VEC.   
 
 f.  All Volunteer Examiners (VE) accredited by the Laurel VEC must comply with the policies, 
procedures and instructions contained herein and the rules and regulations of the FCC.   
 
 g.  Failure to comply with the policies, procedures and instructions of the Laurel VEC and 
the rules and regulations of the FCC, could result in the offending VE(s) being disaccredited as 
a VE by the Laurel VEC and/or referral to the FCC for further action which could result in the 
suspension or revocation of the VE’s license, fines and other penalties that the FCC might deem 
appropriate. 
 
 h.  Questions, comments and recommended changes may be sent to the Chairman of the 
Laurel VEC.  
 

2.  Definitions – See Appendix 1 

 
3.  References – See Appendix 2 
 
4.  Organization - The Laurel VEC is sponsored by Laurel Amateur Radio Club of Laurel, 

Maryland and is managed by a Chairman.   



 
 a.  The Chairman of the Laurel VEC is appointed by the Laurel Amateur Radio Club, serves 
as the point of contact with the FCC and is responsible for all aspects of the Laurel VEC.  
 
 b.  The Laurel VEC is a member of the National Conference of Volunteer Examiner 
Coordinators (NCVEC) but operates as an independent VEC.   
 
 c.  Regional Coordinators are appointed by the Chairman of the Laurel VEC.  These 
Regional Coordinators assist the VEC Chairman by recruiting and managing Teams of VEs 
within a VEC Region assigned by the Chairman of the Laurel VEC.  Regional Coordinators are 
VEs accredited by the Laurel VEC whose experience and depth of knowledge are considered 
beneficial to the mission of the Laurel VEC.  Regional Coordinator responsibilities are described 
in Appendix 7.  

 
d.  Team Leaders are Laurel VEC-accredited VEs who hold an Amateur Extra Class license 

and are appointed or elected by the organization that sponsors the Team.  The Team Leader 
conducts all transactions between his/her team and the LARC-VEC Chairman, Regional 
Coordinator or alternate.  Additional Team Leader responsibilities are described in Appendix 5. 
 
 e.  VE Teams perform all activities related to amateur radio license exams at the direction of 
and under the supervision of the Team Leader and in accordance with the policies, procedures 
and instructions of the Laurel VEC and the applicable rules and regulations of the FCC. 
 
 f.  Laurel VEC-affiliated VE Teams are responsible for the following: 
 

(1)  Scheduling exam sessions 
(2)  Providing an annual exam schedule and updates as required 
(3)  Assuming responsibility for all costs related to conducting amateur radio license 
exam sessions. 
(4)  Preparing written exams 
(5)  Conducting a minimum of 3 exam sessions each calendar year 
(6)  Performing post-exam activities – See Appendix 3 

 
 g.  Team Leaders in areas under the management of a Regional Coordinator report directly 
to their Regional Coordinator who reports to the Laurel VEC Chairman. The Laurel VEC seeks 
additional potential Regional Coordinators as appropriate. Teams in areas where a Regional 
Coordinator position has not yet been established report directly to the Chairman. 
 
 h.  A list of current Regional Coordinators and their contact information can be found on the 
Laurel VEC website:  https://www.laurelvec.com/?pg=contact    
 
 i.  The Laurel VEC examining system is unique in that it is comprised of local Teams that 
administer the examinations to the examinees.  Each Team has a Team Leader and at least 
one or more deputy Team Leaders, each of whom must be an Amateur Extra class licensee and 
who report to the Regional Coordinator for the applicable VEC Region.  Through these strong 
person-to-person accountability trail lines, attempting to cheat is made very difficult. 
 

5.  Supplemental VEC Policy to Part 97, Subpart F – See Appendix 3 
 
6.  Laurel VEC Policies, Procedures, and Instructions – See Appendix 4 

https://www.laurelvec.com/?pg=contact


 
7.  Team Leader Responsibilities – See Appendix 5 

 
8.  Laurel VEC Website – See Appendix 6  
 
9.  Regional Coordinator Responsibilities – See Appendix 7 

 

10.  Required and Optional VEC Forms – See Appendix 8 

 
11.  Summary 
 
 a.  Volunteer Examiners provide an invaluable service to the amateur radio community.  The 
Laurel VEC takes great pride in providing this service free of charge.  Since its inception in 
1984, the Laurel VEC has never charged a fee for its services.   
 
 b.  We only get one chance to make a first impression.  We are the “face of amateur radio” 
for most people who arrive to take their first amateur radio exam and we should do everything 
possible to make them feel comfortable.  A kind greeting to each applicant, accompanied with a 
smile will go a long way to shake off some of the nervousness newcomers and old timers 
experience before an exam.   
 
 c.  We should pride ourselves in being “user friendly.”  Before or after an applicant has 
completed the registration phase, introduce yourself and engage him or her in light 
conversation.  Ask about their amateur radio experience, why they want to become a ham, how 
long have they been licensed, etc.  Talking to someone else is a great way for the applicant to 
reduce the amount of stress he/she may be experiencing. 
 
 d.  Everything each of us does during an exam session reflects upon all of us.  Each Laurel 
VEC certified VE must perform his/her duties in a dedicated, courteous and professional 
manner throughout the exam session.   
 
 e.  Each VE must perform his/her duties fairly, honestly, and accurately without favor or 
prejudice.  Nothing we do individually or collectively should give the perception that we are 
doing otherwise. 
 
 f.  This document will be reviewed and updated on annual basis or at the direction of the 
Chairman of the Laurel VEC.  When there are changes to the FCC rules and regulations or 
other factors that necessitate updates to this document, the Chairman of the Laurel VEC will 
provide interim guidance regarding changes to Laurel VEC policies, procedures and 
instructions.  The interim guidance will be incorporated into this document during the next 
annual review or as directed by the Chairman of the Laurel VEC. 
 
 g.  Only the Chairman of the Laurel VEC may grant waivers or exceptions to the 
policies, procedures and instructions contained herein. 
 


