VE Seminar

Dave AE7TD and Jane N7JCW
dwickert@hotmail.com
jewickert@hotmail.com




The Test Session
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| Day of the Test \ﬁ
Arrive early —

Allow time to set up room (20 min?)

Make sure you have change and receipt capability

Make sure you have all of the forms and exam
materials with you

Remember: VE team members should
display their credentials

<



Set Up Room

Administering VEs MUST be in same room
as examinees

Any last minute noise issues?

Where do candidates go to wait while their
tests are being graded?

Consider number of people per table

Placement of each grading team’s table,
testing supplies and runner’s table
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The VE Team

 “Administering” VEs are those
VEs who sign the forms
* Who can administer which elements?

— General VEs — Element 2 (Technician)
— Extra VEs — All elements
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Roles From ARRL VEC Perspective
VE Team Liaison 'mi!i(

— Also called FCC Session Manager

— Receives exam materials from the ARRL and is responsible for their
security

* Must be eligible to be an Administering VE for an element to
receive the materials for that element (Q15)

— Reports exam results to ARRL and returns all materials
VE Team Contact Person

— Acts as contact person to the public

— Does not need to be a VE or hold a license (Q16)

— Often does registration and provides opening instructions



Roles Within VE Team
Graders (our term) mf.i(

— Grade tests and are Administering VEs
— Generally sign 605s and CSCEs
Runners (our term)
— Control flow of paperwork between examinees and graders
— Notifies candidates of exam results
— Handles paperwork for follow-on test takers
— Can use non-VEs for part of this role
Reader
Quality Control
— Reviews completed paperwork for missing/incorrect information



Register All VEs on Session Report

* All VEs and both ham and non-ham helpers
must register

PARTICIPATING VE's LIST: In order to correctly credit each participating VE with having served at this test
session, please PRINT CLEARLY below information for ALL VEs who have participated in this test session:

Name call class Name call class
1. Liaison: 5.
2. 6.
3. 7.

4. 8.




More room on the back. ..

Back of Form:

Please list any additional VEs below who have participated in this test session:

Name call class Name call

class

[S]
=)

Please list any NON-VEs helpers who have participated in this session:




Registration of Candidates

Basic Registration

— Candidate Roster completed

— Proof of Identification — Enter name from ID on Roster
— Proof of current license if upgrading

— Collection of fees

For large groups you can have multiple simultaneous

registrations taking place l — PO -
' i Thi -
Different processes used by different teams - '_sr:’ay e

— Registration table on entry
— Registration done after candidates are seated
— Roster completed from 605

Registration -¢




Candidate Roster

AMERICAN RADIO RELAY LEAGUE / VEC
CANDIDATE ROSTER

TEST SITE [city, state or country):

SESSIONM DATE:

APPLICANT NAME

{please print)

LICENSE ELEMENT(S) TAKEN f CREDIT SIVEM LICENSE
[write In applicable lecters]] EARNED
FEE CALL SIGN CLASS B=PASS F=FAIL
PAID BEFORE € ®CSCE oresfit (earnied within 36% days) at this
SESSION CF = Element 3 credit for pre-03/F1, 1987 Techs FHamM
CL = Expired General, fdvanced o Extra License oredit wession
v.l"' i an [t aed TECHMICLARN SGEMERAL EXTRA [TECH, GEMER AL,
it any) v ELEPENT 2 ELEPENT 3 ELEMENT & EXTRA or NMOMNE)

3 Mike Baxter

v | KAOXTT | TECH ¥




Requirements for Identification

Legal photo ID must be presented

Alternative identification includes two of the following:

Driver’s license (with photo)
Passport

Social Security Card
Birth Certificate (must have seal)
Library card

Utility bill, bank statement or business correspondence with the person’s
name

Postmarked envelope with name and address matching 605 form
For minors a school ID, report card, work permit or a legal guardian’s photo ID

VE team must be convinced that the person taking the test is the person named on

the 605 form

»



Proof of License R

Request candidate to bring copy of license that you keep
(or provide a valid CSCE from a previous exam session)

If time allows or as part of pre-registration process you
can check the FCC database

A CSCE is good for 365 days (Q35)

If proof of license not available (Q34) then complete:

— Credit only CSCE for candidate

— Credit and earned CSCE to be sent to ARRL to be processed
after they verify license




e OurFirst Quiz ;ﬁ%

Tom shows up to take Element 3 for his General
license. He presents his CSCE as proof of having
passed his Technician exam last week. You
notice that the CSCE has only two signatures.

What do you do? Discuss and decide quickly
because your registration line is getting
longer while you figure this out.




Allow the candidate to move forward as if his Technician

license was valid
Write up and sign two CSCEs

— One for the candidate that shows the elements he passed
at this session but does not show any license awarded.
Forward yellow and pink copies to ARRL.

— One with all copies (including white) that is forwarded to
the ARRL showing elements passed and license awarded.

ARRL confirms Technician license was awarded and sends
candidate the second CSCE




 Test fee is posted on VEC website — currently $15
(Q18) and cannot be varied (Q2)

* No additional fee for entry to test site may be
charged — such as conference entry fees ... (Q20)

* Amount retained by VE team must only be used
to defray costs related to examination (Q1)



Before You Pass Out Test Booklets

Welcome and introduce  Other materials not allowed
the VE team (everyone) * Completion of forms
Address Ieaving room — Answer Sheet

during exam — 605 completion

Address process while exam — CSCE

is being graded » |dentify special needs

Taking a second exam? (readers)

Scratch paper Calculators
Test booklets are reused — ’

Don’t write in them! 1~




Calculators
* The ARRL website states: (Q36)

“ A calculator with the memory erased and formulas cleared is
allowed. You may not bring any written notes or calculations into
the exam session. Slide rules and logarithmic tables are acceptable,
as long as they're free of notes and formulas. Cell phone must be
silenced or turned off during the exam session and the phones'
calculator function may not be used. In addition, iPhones, iPads,
Androids, smartphones, Blackberry devices and all similar
electronic devices with a calculator capability, may NOT be used. ”




. Pop Quiz ._’_?
~

=

Don is going for a “hat trick” (trying to pass all 3
elements in the same session). He asks to start

with the Extra exam to get the hardest
test out of the way first.

What do you do?



*"%‘i\/%\ Our Advice
i A

¢

oA SRR

Try to dissuade him. If he doesn’t pass all three his
situation could become complicated and make getting the

license grant difficult . . . but if he persists, allow him to
continue

Prepare his CSCE showing those elements passed but you
can only award a license for the lowest element(s) passed.
—  For example, if he passes elements 2 and 4 but does not pass

element 3 then his CSCE awards him a Technician license but
indicates elements 2 and 4 were passed
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Answer Sheets

Ink versus pencil
Fill out answers correctly (shade versus circle)
Various ways of changing answers

Template design MUST be filled out correctly
When picking up completed answer sheet <=

— Check that ALL questions are answered (35 or 50)

— Check that ALL answers are clearly
marked and it is obvious what
answer is intended

&



NCVEC Form 605

* Used by an examinee to apply for a license (Q13)
* Cannot be used to request a vanity call sign

(Q31)
* Not the same as FCC Form 605

— Use this for renewal or address change sent directly
to FCC (Q23)

— Do not send NCVEC Form 605 directly to FCC (Q27)




NCVEC QUICK-FORM 605 APPLICATION FOR
AMATEUR OPERATOR/PRIMARY STATION LICENSE

SECTION 1 -TO BE COMPLETED BY APPLICANT

PRINT LAST NAME

SUFFIX (Jr., Sr) | FIRST HAME

STATION CALL SIGN (IF ANY)

MAILING ADDRESS (Number and Street or P.0. Box) SOCIAL SECURITY NUhEIFliIER {S5N) or (FRN) FCC FED:

REGISTRATION NUMB!
oY o 'or § Numbers) E-MAIL ADDRESS (OPTIONAL)
I O I l I | 6 O 5 DAYTIME TELEPHONE NUMBER (Include Area Code) OPTIONAL

FAX NUMBER (Include Area Code) OPTIONAL ENTITY NAME (IF CLUB, MILITARY RECREATION, RACES)
Type Of Amateur Mllllary RAC ES CLUB, MILITARY RECREATION, OR RACES CALL SIGN
Applicant: D]ndividual Club Recreation {Modify Only)
I HEREBY APPLY FOR (Make an X in the appropriate box(es)) SIGNATURE OF.RESPONSIBLE CLUB DFFICIAL jnut tresiee)

D EXAMINATION for a new license grant D CHANGE my mailing address to above address

D EXAMINATION for upgrade of my license class D CHANGE my station call sign systematically
U CHANGE my name on my license to my new name Applicant's Initials:
Former Name: D RENEWAL of my license grant.
(Last name) (Suffix)  (Firstname) (M)
Do you have ancther license application on file PURPOSE OF OTHER APPLICATION PENDING FILE NUMBER (FOR VEC USE ONLY)
with the FCC which has not been acted upon?
I certify that:

| waive any claim to the use of any particular frequency regardless of prior use by license or otherwise;

-
* All statements and aftachments are true, complete and cormrect fo the best of my knowledge and belief and are made in good faith;
* | am not a representative of a foreign govemment;

-

-

| am not subject to a denial of Federal benefits pursuant to Section 5301of the Anti-Drug Abuse Act of 1988, 21 US.C. § 862;
The construction of my station will NOT be an action which is likely to have a significant environmental effect (See 47 CFR Sections 1.1301-1.1319

I have read and
the amateur service section of OST/OET Bulletin Number 65.

LL COMPLY with Section 97.13(c} of the Commission's Rules regarding RADIOFREQUENCY (RF) RADIATION SAFETY and

Signature of applicant (Do not print, type, or stamp. Must match applicant’s name above.) (Clubs: 2 different individuals must sign)

X

Date Signed:




CSCE

* Complete at
registration
or later?

American Radio Relay Leaque VEC
Certilicate of Successiul Completion of Examination

A
A .
&) ARRL iisiiiiss
Test Slte b

{CiyiState): Test Date:

NOTE TO VE TEAM:

COMPLETELY CROSS
CUT ALL BOXES BELOW
THAT DO NOT APPLY TO
THES CANTHDATE

You have passed thea written eement(s) indicatad at right. Your will be given ¢redit for the appropriale
examinaton elamantis), for up to 365 days from ha date shown at tha top of this cartifcate.

The agelies naad haw b

pganned 138 oo’ or S e

lermen] Sl o] Selne
P 311897 Techricilan s
Eemari ) predit

LICENSE UPGRADE NOTICE
If you also hold a valld FCC-Issuad Amateur radlo Deensae grant, this Certficale validates emporary

oparation with the cperating pevlages of your naw operator class (sea Saclion 87.9[b] of tha FCC’s Rulas) until
you are granted the licensa for your new operalar class, of for @ period of 365 days the tast date stated

abava on 1his certificata, whichavar comes firsk

EXAM ELEVENTS EARNED

Jzzad wite Bt 2

Taagad wizer Berwrsd

Faszad witert Berwetd

LICENSE STATUS INQUIRIES
You can find ¢t if & new itense of o 1has been “granted” by the FCC. For ending inguiries sea tha
FCC Wb at httpuivire! Huls ("Glick on Search Licenses™ butlen), or see the ARAL Web at

arch; or by calling FCG bl free at B55-225.5322; ¢r by caling the ARAL
al 1-8280.534.0300 dunng busness ours. Allew 15 days fram the test date batara calling.

WEW LICENZE CLAZS EARNED

TECHN AN

CENEIAL

=TTA

HORE

THIS CERTIFICATE 15 NOT A LICENSE, PERMIT, OR ANY OTHER KIND OF QPERATING AUTHORITY IN AND OF ITSELF. THE ELEMENT
CREDMTS ANDVOR OPERATING PRIVILEGES THAT MAY BE INDICATED [N THE LICENSE UPGRADE HOTICE ARE VALID FOR 355 DAYS
FROMTHETEST DATE. THE HOLCER NAMED HEREQM MUST ALS0O HAVE BEEN GRANTED AN AMATEUR RADIO LICENSE ISSUED BY

THE FCC TO OPERATE ONTHE AIR.
F ]
P‘ Candidate’s Sgnatune a2l Sign E ¥1
[l mena, wrile nong) Sty Cal Sin
Candidale’s N
B =l 2
Saradug Cal 5
Address
£3
ciy Sae__ 2P S Cal S
COMEE: WHITE-Canciise, YELLOW-VE Taus, PINE-ARZLNEC
WEIHD

< 7




Now pass out
test booklets

On your Answer Sheet:

VEc ® Circle your Element # and
@Fill in your Test Design #
TEST OECN N
PLACE YOUR ANSWERS O
DO NOT

" A scrg of 20 or mone &
= NOOS TNt T ueeston ¢

(e

GENERAL CLASS WHITTEN £ NAT
e
TEST DESIGN NUMBER: 312011
————

PLALCE YOURN ANSWIOR (A Taal S000AEE K0 1Y DOcnanen

DONOT Y

" Ascore ot 28 EXTRA CLASS WRaTTEN € JATION

ELEVE)

* Note $at aach | r

TESY umm&w
PLACE YOUR ANSWERS ON THE ANSWER SHEET PROVIDED

DO NOT WIITE ON O IN THIS TEST BOOKLET
= F YOU NEED YO MAKE NOTES OR CALCULATIONS, PLEASE
ey DO SO ON THE BACK OF YOUR ANSWER SHEET. F YOU
NEED MORE NOTE PAFER. PLEASE ASK THE EXAMNERS

P 30 3000

* ALL St pagers and nctes wil e collecied
* B mare 30 arwwer ALL 50 questone,
* A 30000 of 3T O 45009 COECt Iwers 1 & Saetng Jrade.

* Note Tt 89Gh SUMScn ands wish B Ouestion Pool iedaceccs

Guny hacaf

P wne o Eve oums oo be e oty & UL

——ny V— g




qu:l_

You are about to start a test session for a
group of Boy Scouts and you realize that
you may be shorthanded. A parent
of one of the Scouts offers to help.

What do you say?




Pop Quiz

You could really use another Extra class VE.
Joe, an Extra class VE, is involved in a project
going on in another room. He offers to come in
to quickly grade just the few Element 3 and 4
exams and then return to his project.

What do you say?




The ‘key’ to successful grading

SAMPLE

ARAL KEY FOR TEMPLATES e Tz o

TECHNICIAN GENERAL EXTRA
Booklet Design  Template # Booklet Design  Template # Booklet Design  Template #
2-1-2014 3-2 3-1-2011 3-2 4-1-2012 14
2-2-2014 2-1 3-2-2011 51 4-2-2012 4-4
2-3-2014 5-3 3-3-2011 8-2 4-3-2012 31
2-4-2014 8-1 3-4-2011 1-2 4-4-2012 8-4
2-5-2014 3-1 3-5-2011 41 4-5-2012 2-2

INSTRUCTIONS: The blue plastic overlay grading template should be placed within the rectangular box on the candidate’s written element
examination answer sheet with the proper template design number (#-#) situated in the upper left corner of the box. Position the four (4) darkened
circles on the answer sheet so that they correspond to the four alignment holes on the overlay. Please be aware that aithough steps were taken to
ensure accurate alignment of the overlays with the answer sheets, some skewing may have occurred during the manufacturing. Please position
the template, making any necessary adjustments, for accurate grading.

IMPORTANT: Do not toss out the Grading Templates, ever! The blue plastic overlay grading templates used to grade the exams at test sessions
should never be thrown away or destroyed when new exam versions are introduced. We specifically designed the plastic templates so that they will
always be useful, no matter what exams are created. The Key for Templates is what will be replaced (paper instructions — explaining how to line up
the template and which template corresponds with which exam design version for proper grading). This KEY will be changed or updated to let you
know how to match up the templates with any new exams that are issued.

BE SURE TO KEEP IN A SECURE PLACE

Templates will never become invalid. — Do NOT throw away any blue plastic templates.

(ARRL VEC Temgiate Key 07/2014)

SAMPLE



Using a template

1. Fromt
the rig

2. Alignt

ne “Key” sheet, select
nt template O

ne template on the

answer sheet form using the
four alignment holes

o, 7

Mark wrong answers with an

x” then count them . ..

correct —»

wrong —» X%




Grading process

\ ARRL WRITTEN ELEMENT
EXAMINATION
VEC

ANSWER SHEET
THIS BOX IS FOR VE USE ONL
Number VE Initials:
Correct: z # 1\
Passed (d 424
Failed #3_ N/

CANDIDATE INFORMATION

Please provide all information requested.
Print clearly and legibly. Failure to do so may
delay the processing of your application.

Circle Element Number: @ 3 4

Test Design or Serial #
From Test Booklet

NG mE N

“X” or BLACKEN the correct letter.

@

A B
A B
AB
A &8
A B
A B
AB
A B
A B
& B
A B
A B

' NeNeNoNoN NeloN NeloR B }
B N NeE RelcReRcNoNoNoNe)

»>>>>>>>>>>RD>
I DD DO Ow®
XO0000000O0OBOO

J)OODO0ODO0DODODO0O®PODODOO0 @




Let’s Practice!

* Break into 3 person teams

e Using the “Key for Templates”
and the grading template, THEORy
grade the 3 answer sheets in %ACTICE

your package

Only grade! Do not fill-in any of the other paperwork.




Let’s Review!

 What were the scores?
— William (any problems?)
— Cindy
— Samuel

* Did you find anything
wrong?

* Any questions???




If different . . .

e Use this as your final grading:

— William had 25 right — Failure
— Cindy had 26 right — Pass
— Samuel had 47 right — Pass




Taking a Second Test

PASS: Taking a second element — keep going until
you fail (or complete Extra) with same $15 exam fee

FAIL: Retest

— Official ARRL guideline: Sign the examinee back in the session
Roster as a new candidate, collect another $15, give them a
different exam for same element

— Common alternative.. ...

— Whatever you do, it must be consistently
and fairly applied to all candidates

Either way, do not complete CSCE or 605 until candidate
is done




Finalizing the Candidate’s Paperwork

* Complete 605
* |f passed at least one element, complete CSCE

— Only indicate those elements actually completed
at your session; not any previous or future ones

(Q38) s




Completed 605

Signature

X

Date Signed:

Slgnaturo of applicant (Do not print, lype or stamp Must match applicant’s name above.) (Clubs: 2 different individuals must sign)

3-286-

IS

I SECTION 2 - TO BE COMPLETED BY ALL ADMINISTERING VEs I

Applicant is qualified for operator license class:

[ ] NO NEW LICENSE OR UPGRADE WAS EARNED

[]recHnician
[>d ceneErAL
[CJAmMATEUR EXTRA

Element 2
Elements 2 and 3

Elements 2, 3 and 4

DATE OF EXAMINATION SESSION

2 /g0 <

EXAMINATION SESSION LOCATION

SM\/MA’*W/>L\ LA}A

VEC ORGANIZATION

hoet - vec

VEC RECEIPT DATE

| CERTIFY THAT | HAVE COMPLIED WITH THE ADMINISTERING VE REQUIRMENTS IN PART 97 OF THE

CONMMISSION’S RULES AND WITH THE INSTRUCTIONS

18t VEs NAME (Print First, ML, Last, Suffix)

s STATION CALL SIGN

DATE NED

PROYI?EQ BLT.HE COORDINATING VEC AND THE FCC.
o L eas

Do < Soijisc AL Slgnature 2 [>g éz .
NAME (Print First, Ml Last, Suffix) VEs STATION CALL SIGN At coator DATE SIGNE
A KD'ZFT Slgnature > [28/245
3rd VEs NAME fPrint £, Mi, Last, Suffix) VEs STATION CALL SIGN prgp—— DATE SIGNED
arzil N Signature 3 /22015

DO NOT SEND THIS FORM TO FCC — THIS IS NOT AN FCC FORM.

IF THIS FORM IS SENT TO FCC, FCC WILL RETURN IT TO YOU WITHOUT ACTION.

NCVEC FORM 605 - February 2007

FOR VE/VEC USE ONLY - Page 1



SRR IS e

Completed CSCE

SN R s e Lt o A I i s BGRT il N i o

N/

- A R R L The national association for

2 AMATEUR RADIO
S

NOTE TO VE TEAM:

COMPLETELY CROSS
OUT ALL BOXES BELOW
THAT DO NOT APPLY TO
THIS CANDIDATE.

dit for the appropriate
s certificate.

EXAM ELEMENIS EARNED
=5

ficate validates temporary
97.9[b] of the FCC’s Rules)
365 days from the test date

ssed written Element 2

Passed written Element 3

NEW LICENSE CLASS EARNED

r on-line inquiries see the
or see the ARRL Web at

by calling the ARRL
refore calling.

FECHNTCTAN

(GeneRAL >

PERTRAT
e

IRATING AUTHORITY IN AND OF ITSELF. THE ELEMENT
LICENSE UPGRADE NOTICE ARE VALID FOR 365 DAYS
=N

— T P — . Sl .

NOTE TO VE TEAM:

COMPLETELY CROSS
OUT ALL BOXES BELOW
THAT DO NOT APPLY TO
THIS CANDIDATE.

rredit for the appropriate
f this certificate.

artificate validates temporary
on 97.9[b] of the FCC’s Rules)
of 365 days from the test date

EXAM ELEMENTS EARNED

| Essed written Element 2 ;

—
[FPassed written Element SD

[ Passed written Element E 5

NEW LICENSE CLASS EARNED

For on-line inquiries see the
1), or see the ARRL Web at
or by calling the ARRL

e before calling.

TESRMNIEAN

GENERAT

EXTRD

 PVORE-

JPERATING AUTHORITY IN AND OF ITSELF. THE ELEMENT
HE LICENSE UPGRADE NOTICE ARE VALID FOR 365 DAYS




Let’s Practice!

* Break into same 3 person
teams

* Complete the CSCEs and 605s, THEOM
as appropriate, for each of the %ACTICE

three candidates

Complete only the CSCE’s and 605’s




Let’s Review!

How did you do?

Did you double check
the 605’s when
sighing them?

Any suggestions?
Any errors?




NCVEC QUICK-FORM 605 APPLICATION FOR
AMATEUR OPERATOR/PRIMARY STATION LICENSE

SECTION 1 -TO BE COMPLETED BY APPLICANT

I O r t h O S e PRINT LAST NAME SUFFIX (Jr., Sr) | FIRST HAME INITIAL | STATION CALL SIGN (IF ANY)
MAILING ADDRESS (Number and Street or P.0. Box) SOCIAL SECURITY NUMBER (SSN) er (FRN) FCC FEDERAL
REGISTRATION NUMEER
L4 oy STATE CODE | ZIP CODE (5 or 9 Numbers) E-MAIL ADDRESS {OPTIONAL)
p a S S I I l g DAYTIME TELEPHONE NUMBER (Include Area Code) OPTIONAL FAX NUMEER (Include Area Code) OPTIONAL ENTITY NAME (IF CLUB, MILITARY RECREATION, RACES)

Type Of D Arnateur I\'Illllary RACES CLUB, MILITARY RECREATION, OR RACES CALL SIGN
Individual

E | e m e n t 4 Applicant: ivi Club Recreation {Modify Only)
I HEREBY APPLY FOR (Make an X in the appropriate box(es)) SIGHATURE DERESPONSIHLE CLUA OFPICIAL (oot tnstee)

D EXAMINATION for a new license grant

D CHANGE my mailing address to above address

D EXAMINATION for upgrade of my license class D CHANGE my station call sign systematically

D CHANGE my name on my license to my new name Applicant's Initials:
Former Name: u RENEWAL of my license grant.
° ° (Last name) (Suffix)  (Firstname) (M)
PURPOSE OF OTHER APPLICATION PENDING FILE NUMBER (FOR VEC USE ONLY)

Do you have another license application on file
with the FCC which has not been acted upon?

I certify that:

* | waive any claim to the use of any particular frequency regardless of prior use by license or otherwise;

* All statements and attachments are true, complete and comect to the best of my knowledge and belief and are made in good faith;

* | am not a representative of a foreign govemment

* 1am not subject to a denial of Federal benefits pursuant to Section 5301of the Anti-Drug Abuse Act of 1988, 21 US.C. § 862;

* The construction ofmy station will NOT be an action which is likely to have a significant environmental effect’ {See 47 CFR Sections 1.1301-1.1319
and Section 97.13

* | have read and L{ COMPLY with Section 97.13(c} of the Commission's Rules regarding RADIOFREQUENCY (RF) RADIATION SAFETY and
the amateur service section of OST/OET Bulletin Number 65.

Signature of applicant (Do not print, type, or stamp. Must match applicant’s name above.) (Clubs: 2 different individuals must sign)

x Date Signed:




More Paperwork Issues

* If you run out of forms, what do you do?
— Everything but CSCEs are on ARRL web site

— CSCEs are multi-part forms — you *MUST* make sure
that you have enough prior to the session

* Should you sign blank CSCEs and then let
candidates fill them in? @A\
* Trust within the VE team -

— Difference between “grading” VEs
and “administrating” VEs




Quality Control o

: . LS
* Review paperwork before candidates leave “_* 2p%%
— Much easier to fix problems
— Failures as well as passes

— Common errors can easily happen because of rush
e Missing SSN/FRN numbers
» Pass/fail not being marked on Answer Sheet (or missing initials)
* Missing signatures and initials from VEs
— Double check all CSCEs and 605s signatures prior to VEs
leaving the session
* Ensure that all 3 administering VEs have signed




Notification

Good role for Runner with ham experience
You can provide final score but not information about individual questions

For those who pass:
— Rules around getting on the air.

— How do | find my call sign? Remind candidate that there is no paper license
issued anymore. They must verify their own ULS nhame and address.

— “Now that you passed” handout, ARRL membership,
scouting patches, other materials

— Encourage future participation in Ham Radio
For those who don’t pass

— Study suggestions for trying again

— Avoid “Angel of Death” scenario

— Special topic - Return of 605




Postmortem

* Review what went well and what didn’t
(preferably with the whole team)

* Adjust your process as needed




Behind the Scenes




Who is Involved in Licensing?

 FCC
* Volunteer Examiner Coordinator (VEC) — The ARRL is one of 14

* Volunteer Examiner Teams

The VEC serves as the FCC
interface between the
FCC and the VEs, who
administer the exams
to the candidates. VEs VI:C
serve under the umbrella
of the VEC, while the v
VEC supports the VEs VEs
Since and provides data to the
Sept 2, 1984 FCC for 1ssuance of v

licenses and resolution

of regulatory 1ssues. EXAMINEES




FCC Role

FCC handles domestic wireless
telecommunications and policies

FCC licenses amateur radio operators under its
Wireless Telecommunications

Bureau (Q3) ONCATIOy
N

Works with 14 VECs S Cc’%

Can require tests be re-administered & C 5
X S

<% )
" USA



s VEC Role

* VECs enter into agreements with the FCC to
coordinate the efforts of Volunteer Examiners
to administer license exams

* VEC collects exam information, verifies for
correctness and forwards results to FCC

* Works with other VECs to maintain
a pool of questions for the exams (Q4)



@2’ Requirements to Be a VE

* Be accredited by one or more VECs (Q7)
ARRL accreditation is through:

— Submission of open book test; or

— Request for Instant VE accreditation if qualified under another VEC (Q8)
Must be at least 18 years of age (Q5)
Must not have had their amateur license ever revoked or suspended (Q6)
Accreditation

— Good until FCC license expires (Q9)

— VEs who upgrade can serve at the upgraded level once their upgrade
appears in the FCC database (Q28)



Licenses That the FCC Grants

Current licenses that can be issued: i
— Technician (Element 2)

— General (Element 3)
— Amateur Extra (Element 4)
Other licenses — e L U
— Advanced

— Technician license issued prior to 3/21/1987

E X p i re d | i C e n S e S United States of America

Conditional licenses KﬂNR

EX: KBOCY



License Renewals

INPORTANT NOTICE

Licenses are issued for 10 years

Licenses may not be renewed earlier than 90 days
before expiration (Q33)

Upgrades do not normally extend term of license,
except if license expires within 90 days and an upgrade,
address change or systematic call sign change is
requested (Q32)

For any license that has expired within the 2 year grace
period, contact ARRL or FCC for renewal



Element Credits

e Users get ‘credit’ for exams that they have already taken.

* Element credit is based on one of the following:
1. Technician licenses issued BEFORE 3/21/1987

2. Expired licenses

 Proof for credit

— Examples are copies of the physical license, CSCEs, old call book
listings, or the QRZ.com 1993 call sign database.
See: http://www.arrl.org/exam-element-credit

— Itis not the job of the VE team to research the claim; it is the
candidate’s responsibility to prove the claim



Element Credits

ELEMENT CREDIT TABLE

Element Credit Given

Exam to Pass

License Earned

No license, or expired Novice, or current Novice

or expired Technician issued 3/21/1987 or later None Element 2 Technician
Expired Technician issued BEFORE 3/21/1987 or

expired General or expired Advanced Element 3 Element 2 General
Expired Extra Elements 3 and 4 Element 2 Extra
Current Technician issued BEFORE 3/21/1987, or

with an expired General or Advanced Elements 2and 3 None General
Current Technician with expired Extra Elements 2,3 and 4 None Extra
Current Technician issued 3/21/1987 or later Element 2 Element 3 General
Current General or current Advanced Elements 2 and 3 Element 4 Extra




lé Quip |
¥ Pop Quiz

John has an expired Extra license and wants to
rejoin ham radio.

DA
What does he have to do - @)’@7\
to get his old Extra license back? \




Another @ Question
-

Ron got his Technician license back in 2009. He
just let it slip in passing that he used to get on
HF back in the 90’s when he had a General that
ne let expire.

How does he get his General license?



... And a 3" Question

Bill has a pre-1987 Technician license. He
wishes to upgrade to Extra.

How does he do this?




Don has his Class-A license from South Africa
and wants exam credit. After all, isn’t that what

CEPT is for?
Does he get his credit?



Quizzes, Quizzes and more Quizzes!

William has his commercial license (aka GROL)
and wants exam credit.

Do you give him credit? And
if so, what element does
he get credit for?

)
‘ §

£



Enough of that . ..

Let’s Move On




Preparing to Hold a Testing Session




Pick a Date, Time and Place

VE team decides where and when an exam will be
held (Q17)

* Allow enough time

— ARRL VEC suggests 3 % hours (Q21)

— When do you complete the exam packet
for shipping to the ARRL VEC? (Adds about
% hour depending on # of candidates)

Do you have enough time to receive materials? >




Gather Your VE Team

* How many VEs do you need? N

- L Y
— Minimum number required is 3 (Q10) il
— Our experience:

* 5is minimum for up to 10-12 examinees
 Add 3-4 for each additional 10 examinees

* Do all of your VEs have current credentials? /°

~

o
eV

S N

|

,c 'y



Requirements for the Room

* s space big enough?
Administering VEs must be in the same room as examinees ﬁ

* Tables
— Need 1-2 tables per grading team

— Need “Runners” table to hold test supplies, paperwork in process, etc.
— Space for QA
— How many test takers per table?
* Noise issues
— Is space conducive to test taking?
— |Is there another space for people to wait while their test is graded?
— Can notification be done with some amount of privacy?



Register Your Session With VEC

* Register through the ARRL website:
http://www.arrl.org/register-an-amateur-radio-license-exam-session

— Are walk-ins allowed?
— Date, time, location, sponsor, contact ....
— Need test materials?

* How materials are supplied?
— Field stocked versus not

* If not field stocked then exam materials must be returned to
ARRL at end of session as part of the test package (Q30)

— Which forms can be duplicated (Q24)?
* Everything but CSCE

* Hint: make sure your duplicated answer sheets work with your
answer templates (size issue)



http://www.arrl.org/register-an-amateur-radio-license-exam-session

Walk-ins Versus No walk-ins?

Don’t discourage anyone from taking Last minute test takers will not come

the test

May have space issues or team can be Know in advance how many people will be

overwhelmed by numbers attending

Last minute candidates can come You will have contact info after the exam to
email their call signs and invite for club
membership

Can research licensing issues in advance

Contact with test takers makes sure all
arrive with correct information

Can have correct materials on hand



Publicize Your Session

* Public notice is no longer required by the FCC

 The ARRL/VEC policy is that every test session is to
receive the proper local exposure, in addition to your
registration of the session with the VEC.

* |dentify your target audience and reach out to them:
— Verbal announcements at meetings and training classes
— Emails and newsletters

— Other hams that might have contact because of volunteer
activities



When Reaching Out to Candidates
(Hints and Tricks)

Be responsive to requests for registration — respond quickly

Our team does not allow walk-ins. We tell them why, i.e.
“We ask candidates to pre-register for our exam sessions only because we
have a limit of 15 candidates because of physical space.”
Don’t send BCC emails
— Always send individual emails addressed directly to the candidate
— Customize them to the candidate so it sounds like a 1:1 cont
Welcome candidates to other activities . .
besides the exam session, e.g. club meetings
and other events
Try to get an Elmer relationship established ﬂ

early éMe



More . ..

* Set the candidate’s expectations:
— The exams are closed book, untimed and multiple-choice.

— They need to bring: (1) a photo ID and the $15 exam fee, and

(2) if upgrading, also a photo copy of their current license that
they can “leave behind”

— Give them the physical address of the exam site

— Remind them that sessions start ‘promptly’.

— Calculators are OK, but they must be arithmetic and no Smartphones.
* Five days prior to session, send a reminder email to candidates

— “l hope your studying has been going well ...”

— Restate same items as above. ..



Submitting the Session Paperwork




1. One more QA pass
2. Complete the Candidate Roster

Checklist

3. Complete the Session Report &

gather SSS for ARRL VEC (a check)
. Assemble packet for shipment to ARRL



Complete the Candidate Roster

AMERICAN RADIO RELAY LEAGUE / VEC

CANDIDATE ROSTER

Dovat, w

TEST SITE (city, state orcountry): __ — ¥

CALL SIGN

(if any)

LICENSE
CLASS
BEFORE
SESSION

(if any)

ELEMENT(S) TAKEN / CREDIT GIVEN
[write in applicable letter(s)]

P=PASS F=FAIL

C = CSCE credit (earned within 365 days)
CT = Element 3 credit for pre-03/21/1987 Technician
CL = Expired General, Advanced or Extra License credit

LICENSE
EARNED

at this
exam
session

TECHNICIAN GENERAL
ELEMENT 2 ELEMENT 3

EXTRA
ELEMENT 4

(TECH, GENERAL,
EXTRA or NONE)

FEE
APPLICANT NAME PAID
(please print) /
|

10.

WHITE ROSTER — Send to ARRL VEC for Permanent File. Only the VE Team is to make entries on this page. OW ROSTER-- VE Team cop

T

NOo

Gen

—TECZ\

e Wil

C:—; oy a%

NE=

T H

TEC #
Gen




ARRL ARRL / VEC
TEST SESSION REPORT

4/d) zos1s

TEST siTe:_DuVALl, (WA TEST DATE:
Complete the 4
Passed =
Failed :
Total 76} "
New License Technician
E 2

[ ]
SESSIOI I I {eport Class Earned _7
Candidates who did not earn an upgrade or an initial license at this session

Total Candidates Served by this Session
TEST FEE SUMMARY

Total
Served

Enter applicable
test fee for the
calendar year

Total candidates served at this test session
(all candidates pay a test fee -- this fee is set by the
ARRL/VEC for each calendar year {per FCC Rules}) 13 x$ 35 =

(up to 87)

(2 |x$_7 =

Amount of expense reimbursement retained by the VE
team (as necessary and prudent up to $7 per candidate)

Amount of Test Fees forwarded to the ARRL/VEC (total test fees collected
minus fees directly retained by team for expense reimbursement)

[See example on back for how to complete the test fee summary.]

$

Other Fees Collected: (i.e.: renewals, address changes, ARRL membership.
A portion of these fees may NOT be retained for reimbursement.)

PARTICIPATING VE's LIST: In order to correctly credit each participating VE with having served at this test
session, please PRINT CLEARLY below information for ALL VEs who have participated in this test session:
class

Name call
NTdcw G-

Name call class
Javre wWickept

1. Lisison: PAvi® A Wicketr HETITD EX s.

2 Bl K7ADD  Gen eloprd I Koros<e nAa72oA
3 s Cpteck KO TR €A 1. —

oLl b PN s gat W KAZR ZY s

=» Important: See Reverse side of this form for additional information.
Yellow retained by VE Team

Copies: Green forward to VEC.



¢ following methoed:
M. R

B Phone (10 my daytime phone)

‘| By mail (PO box or street a

Test Fee Summary Example (assumes 12 examinees)

Tetal Enter applicagle | !

Servad

sl § . Test Fer
L4 ARAL VEG fee for that calendar year) ; e fog nr] 3:180
| 5 =
|
Amount of expense reimbursement retained by the |
| x'$

12 % = | $57.00
3 (as necessary, up to 57 pe diddata) | |
Amount of Test Fees forwarded to the ARRLIVEC i $123.00
se list any additional VEs below who have participated in this test session:
Name call class Name call class

Please list any T helpers who have participated in this session:

N-
Lowren Flowus

Session Evaluation - Please indicate below any i
improvements you have:

5, problems, comments, requests or sugzested

ARRLAVEC (017

Copies: Green forward to VEC.....Yellow retained by VE Team



Let’s Practice! (one last time ©)

* Break into the same 3 person teams THEORN
 Complete the final paperwork to be
shipped to the ARRL VEC %ACTICE
— Finish the Candidate Roster
— Finish the Session Report




Packet to ARRL

* Assemble packet for

shipment to ARRL

e Material to be
retained

* To copy or not to
copy????

Y VEC for Return to the ARRL VEC

Feel Free to use the following Check List to ensure that all required test session documents
are enclosed in the package you are forwarding to the ARRL VEC

To greatly assist us, your package contents/documentation should be arranged as follows:

O 1. ontheverytop_.._________ Test Session Report [green sheet to ARRL VEC
yellow sheet must be retained by the VE team.]

O 2. belowtestreport......................... Comespondence, Special Requests,
Mew/Additional Supplies Order

O 3. below comespondence.................. Checks and/or Fees [made payable to ARRL VEC.]

[ 4. below checksffees....................Candidate Roster [whits shest to ARRL VEC,
yellow sheet must be retained by the VE team ]

O 5. below candidate roster________Each Candidate amanged in Candidate Roster Order
then the Individual Candidates Infermation in the
Following Crder:
O a. Pink Carbon copy of the CSCE (if eamed)
[when separating the carbon copies of the CSCE, the first sheet (white) is given to
the candidate, the second sheet (pink) must be sent to ARRL VEC and the third
sheet (yellow) is to be retained by the VE team.]
O b. Followed by the NCVEC Form 60§ [form must include candidate’s
Social Security Number or Federal Regisfration Number (FRN).]
O c. Then any License copy or any CSCE copylies) from previous test sessions
O d.Then Exam Papers in ascending element order

O 6. below candidate’s info.................. Unused Materials, including: Examination Booklets,
Examination Answer Keys, CSCE's, 405's, Test Reports,
Exam Answer Sheets, Blue Overlay Templates, etc.

Please do not use Staples on any documents.  Paper clips may be used.
Send your session package to: ARRL VEC, 225 Main St, Newington CT 06111

This Check List is optional-but we believe it will be helpful to you and your VE Team in preparing and sending
your completed test session package to the ARRL/VEC. If you have any questions, call us at 1-800-927-7583
or email to vec@arrl.org . We thank you for your interest in the ARRLVEC and for your interest in serving
your local community. We hope your session was a success!

If you have not done so recently, please complete the survey on the back of this form.

ARRL VEC Package to VEC 0672014




Two weeks later . ..

Set your candidate’s expectations that mailing and processing
varies between 5 days and 2 weeks.

The ARRL VEC really does not want to start the investigative process
until 2 weeks have passed.

Be prepared: You will make mistakes. The ARRL VEC will make mistakes. Packets get
lost. Requests can be miscoded and fail in the posting to the FCC.

Team Liaison’s job is to verify that new call signs and upgrades have been issued

— ULS is updated daily (Monday-Saturday)

— Resources: http://www.fcc.gov/ULS (search by name); http://www.ae7g.com/ by-day postings.

— Notify candidates for whom you have email addresses (another opportunity to offer EImer services)
Candidate’s job is to verify the spelling of their name and address in the ULS. This is
important because there is no actual paper license sent to the candidate anymore.



http://www.fcc.gov/ULS
http://www.ae7q.com/

Questions????

q " 9 Questions

.-a

are

guaranteed in
life;

Answers

aren't.




Follow these three simple steps to become an ARRL
Volunteer Examiner:

1. Review the Volunteer Examiner Manual, paying

special attention to Chapter 2: Becoming a Volunteer : _'
Examiner. ARRL VEC

2.Complete and sign the VE Application form and 225 Main St
open-book review (40 question review); a copy is Newington, CT 06111
pages 19-22 in the VE Manual

3. Please fax, mail or email forms (Adobe PDF file or Fax: 860-594-0339
scanned JPEG image showing your real signature) to Email: vec@arrl.org
the ARRL VEC = '

Once accredited, you will receive in the mail a colorful, laminated VE badge, and badge clip
to wear at exam sessions and a certificate suitable for framing. Please allow 3-4 weeks for
the ARRL VE badge and certificate to arrive.



We hope you
enjoyed the class
as much as we did

putting it together!

See you In
an Exam Session!

Gracias



