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ROLE DESCRIPTION FOR CHAIR OF PANEL OF EXAMINERS

1.   
ROLE DETAILS

Title:


Chair of Panel of Examiners
Responsible to:
College Council

Reports to:

Clinical Director of Examinations 
2.   
APPOINTMENT

The Chair of a panel of examiners is appointed by Council on the recommendation of the Examinations Committee following recruitment by advertisement. The Examinations Committee will normally take advice from the panel of examiners in that specialty and the SAC or relevant subcommittee for the specialty in deciding on an individual to present to Council.

Appointment is usually for 5 years. In exceptional circumstances, Council may agree to extend an appointment.
3.   
ROLE PURPOSE
(a)
To lead the specialty examination team.

(b)
To oversee the organisation, delivery, standard setting and marking of College examinations in the specialty.
(c)
To ensure that standards are maintained in the specialty examinations.
(d)
To contribute to the development of examination policy within the College through active participation within the Examinations Committee.
(e)
To keep the panel of examiners in the specialty informed of examination developments, items discussed and decisions made by the Examinations Committee.
(f)
To oversee the work of the specialty examination Quality Assurance Lead.

(g)
To liaise with specialty training and education committees and College specialty advisory committee to ensure examination matters are represented in discussions at these committees.
4.   
KEY WORKING RELATIONSHIPS

(a) Clinical Director of Examinations.
(b) Director of Learning.
(c)
Examinations Manager.
(d)
Examiners in specialty, including Lead Examiners and Stage A Panel Chairs where applicable. 
(e)
Quality Assurance (QA) Lead in specialty.
(f)
Examinations Department staff.
(g)
Specialty Advisory Committee or subcommittee.
(h)
CSTC or Specialty Training Committee.
(i)
Trainees in Specialty (through teaching and examining).
(i)
Educational supervisors and trainers.
(k)
Research Committee for Fellowship on the basis of published works.
5.   
ROLE REQUIREMENTS/PERSON SPECIFICATION

The Chair of a Panel: 
(a) should be an experienced examiner with an interest in developing 
examinations in the specialty;

(b) should be a Fellow, normally for at least 5 years, undertaking Continuing 
Professional Development; 

(c) should usually have obtained Fellowship of the College by examination;

(d) should be in active clinical practice or research; 

(e) should normally work in UKAS registered or accredited laboratories (where 
relevant to the specialty); 

(f) must be involved in training and educational supervision; 

(g) should be in a substantive post (minimum 5 years); and

(h) should have evidence that they participate in EQA schemes where 
appropriate.

Occasionally, it may be necessary to appoint Panel Chairs who do not fulfil all of the above requirements in order to obtain particular expertise, but the above should be the norm.  
6.   
GENERAL PERFORMANCE STANDARDS

Panel Chairs:

(a)  
must keep up to date with scientific, medical and educational developments in the specialty, to ensure that the examination remains relevant. To facilitate this, Panel Chairs will be ex-officio members of the relevant SAC or subcommittee;
(b) are expected to attend the regular Examinations Committee meetings (two physical meetings and two e-meetings per year) and such special meetings of the Examinations Committee as may be called for policy development; and
(d)
should ensure that examinations are set in good time, that written or MCQ papers are validated and provided to the Examinations Department by the dates set, to the quality assurance standards determined by the Examinations Committee, and arrangements are made for practical and oral examinations when notified that there are candidates for these.

7.
DUTIES AND RESPONSIBILITIES

The Chair of the Panel has the responsibility to:

(a)  
lead the specialty examinations team. Whilst not necessarily being involved in every examination, the postholder should be an active examiner;
(b)  
work closely with the Clinical Director of Examinations and the Examinations Manager to develop examinations policy;
(c)
ensure that there is an adequate number of examiners to deliver the College examinations in their specialty, and for recruiting appropriate individuals to the panel as necessary in accordance with current College policy;
(c) lead the panel of examiners in developing examination strategy in the specialty, to ensure they are relevant to the current specialty curriculum and appropriate to the current developments in the specialty;
(d) recommend the appointment of a QA Lead and oversee the work of the QA lead to ensure the specialty’s examinations meet agreed quality assurance standards;
(e) liaise closely with the training team in the specialty and attend meetings of the CSTC or appropriate training committee. The postholder should also liaise with other professional bodies preparing candidates for the examination (for example training committees for clinical scientists) where appropriate;
(f)
liaise with the centres where practical exams are based to ensure that, as far as possible, the exams run smoothly and without any distractions to candidates;
(g) 
ensure that the examinations in their specialty meet the requirements of the GMC where appropriate and ensure that applications to the GMC to make any necessary amendments to the examination are submitted in a timely fashion;
(h)
liaise closely with the Examinations Department to ensure that examiners are available each session for setting, invigilating, examining, standard setting and marking all examinations. The Panel Chair should ensure that examiners are delegated to mark examination papers;
(i)
moderate examination marks where necessary in a timely fashion;
(j) 
maintain close contact with the Examinations Department to deal with queries and questions promptly. All queries from candidates should be channelled through the Examinations Department; direct queries to Panel Chairs should be forwarded to the Examinations Department. The postholder should investigate and respond promptly to questions and complaints passed on by the Examinations Department;
(k)
approve dissertation proposals, and appoint examiners for part 2 written submissions (dissertations, casebooks, portfolios, published papers, higher degrees, etc) where relevant;
(l) 
identify suitable assessors for applications for fellowship by published works when asked to do so by an Examinations Co-ordinator;
(m) 
with support from members of the Examinations Department, maintain records of examination questions to ensure the integrity and reproducibility of the examination.  This should include maintaining a bank of questions suitable for MCQ/ EMQ/SAQ etc. where these are used;
(n) 
ensure that the examinations are conducted in the most efficient and economical way within the framework of College financial guidelines;
(o) 
lead on identifying the training needs of examiners in the specialty, deliver specialty specific training at examiner training events and assist in addressing these needs;
(p) 
keep themself closely informed about conduct of each examination. Even where aspects (e.g. practical exams) have been delegated to other examiners, Panel Chairs remain responsible to the College for the conduct of the examination;
(q)
liaise with the Examinations Department and Clinical Director of Examinations about examiners in their specialty who are reported to be failing to examine in a timely and professional manner and to review the suitability of these examiners to continue in this role;
(r)
respond appropriately to complaints and appeals when requested to do so;
(s)
sit on Mitigating Circumstances Panels, Appeal Panels and Misconduct Inquiry Boards for other specialties, as required; and 

(t)
inform either the Examinations Manager or the Clinical Director of Examinations if there have been any questions raised about their professional performance, in their day-to-day roles as well as when examining, as this might mean that candidates have grounds for appeal at a later stage. 
8. 
TIME COMMITMENT
Those examiners who are able to become Chair of their panel of examiners will require a time commitment equivalent to 1 PA.
Most of the examination activities are concentrated around the time of examinations (March to May and September to November). 
For all examiners, this commitment includes question writing and helping to prepare exams and to standard set them. For panel Chairs, there is the additional role of overseeing the different sections of exams in their specialty and of trouble shooting. Panel Chairs will also be asked in assessing applications for additional attempts and may be asked to help with appeals.
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