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SPECIFIC ROLES OF MEMBERS OF THE SpLD TEST EVALUATION COMMITTEE 

(STEC) 

Role of Chair  

According to the Terms of Reference, the role of Chair is for a term of 4 years. 

Meetings 

1. Ensure meetings are planned effectively by liaising with secretaries regarding the 
agenda, papers needed and venue. 

 
2. Liaise with the Chair of SASC before each STEC meeting to cover joint issues of 

concern, raise issues for discussion if not already tabled. 
 

3. Chair meeting keeping to time and ensuring all items on agenda are covered and that 
members are each able to contribute 

 
4. At meeting end check with secretary taking minutes to ensure he/she has all 

necessary information/action points 
 

5. Liaise with secretary about minutes of meeting, check draft minutes for accuracy 
before they are sent to Chair of SASC.  Minutes will be finalised at the following 
STEC meeting and checked by the Chair of STEC before asking the secretary to 
send to SASC for the website 

 
6. Inform Deputy Chair as far in advance as possible if not able to attend STEC 

meetings. 
 

General 

1. Coordinate the committee to ensure the terms of reference and procedures for test 
reviews are met 

 
2. Write annual report for SASC: a draft to be shared with the Chair of SASC and the 

members of STEC prior to publication for the SASC AGM. 
 

3. Address queries from assessors or educational psychologists about STEC related 
issues, delegating to team members as appropriate 

 
4. Address any queries, complaints or comments made about STEC through SASC or 

directly, having consulted committee members or the member concerned if 
appropriate. 

 
5. From time to time if required by SASC or STEC, represent STEC at meetings or 

ensure this is appropriately delegated. 
 

6. Ensure that test reviews are shared fairly amongst members 
 

7. Arbitrate or mediate if there is conflict between STEC members 
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Role of  Deputy Chair of STEC 

According to the Terms of Reference, the role of Deputy Chair is for a term of 4 years. 

Meetings 

1. Liaise with chair and committee members to ensure meetings are planned and 
documented effectively 

 
2. Chair meeting in the absence of the Chair 

 
3. Undertake to send agenda item /raise STEC issues which may need further 

discussion at SASC meetings.     
4. Inform Chair as far in advance as possible if not able to attend STEC meetings. 

 

General 

Support the Chair in the following areas 

1. Coordinate the committee to ensure the terms of reference and procedures for test 
reviews are met 

 
2. Write annual report for SASC: a draft to be shared with the Chair of SASC and the 

members of STEC prior to publication for the SASC AGM. 
 

3. Liaise with the Chair of SASC before each STEC meeting to cover joint issues of 
concern, raise issues for discussion if not already tabled. 

 
4. Address queries from assessors or educational psychologists about STEC related 

issues, delegating to team members as appropriate 
 
5. Address any queries, complaints or comments made about STEC through SASC or 

directly,  having consulted committee members or the member concerned if 
appropriate. 

 
6. From time to time if required by SASC or STEC, represent STEC at meetings or 

ensure this is appropriately delegated. 
 

7. Ensure that test reviews are shared fairly amongst members 
 

8. Arbitrate or mediate if there is conflict between STEC members 
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Role of Secretary 

This role has two parts and it is possible for two committee members to share the role 

Organisation of meetings and documents 

Liaison with STEC Chair in: 

 Preparation and circulation of meeting agendas and any related documents, 

including canvassing STEC members for items to include, carrying forward of action 

points and unresolved items from previous meeting and following up of issues raised 

by STEC members by email between meetings. 

 Arranging a venue and refreshments for the 3 annual meetings. 

 Maintaining copies of any formal STEC documents, e.g. the new agreed test review 

format. 

 Ensuring new members of STEC are given relevant documentation, contact details 

for other members etc. 

Responsibility for minute taking and circulating and responsibility for sending completed 

committee documents and reviews 

Liaison with STEC Chair in: 

 Taking, writing up and circulating the draft minutes of meetings. 

 Sending a copy of agreed meeting minutes to Chair of SASC for inclusion on the 

SASC website  

 Producing summative minutes for the SASC website (rather than full procedural 

minutes) if this is what the committee agrees it wants. 

 Amending and re-circulating (including to Chair of SASC) the STEC terms of 

reference, if changes are made.  

 Sending copies of agreed Test Reviews to Chair of SASC for approval and inclusion 

on the SASC website.  

 

Role of Test List Administrator 

 To revise the Suitable Tests for the Assessment of Specific Learning Difficulties In 

Higher Education document on an annual basis, which involves: 

o adding tests to the list as agreed by STEC 

o deleting tests from the list as agreed by STEC 

o making revisions to the test details given in the list of tests as agreed by 

STEC 

o adding to or revising the Guidance contained in the above document as 

agreed by STEC 

December 2014 

To be reviewed at autumn meeting 2015 

 

 

 


