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Victorian Aspiring Principal Assessment assessor position overview 
Victorian Aspiring Principal Assessment (VAPA) assessors ensure robust assessments are made and moderated for all candidates.  
Lead assessors are responsible for the candidate onboarding and support, which includes providing: 
· an introduction about the VAPA process and assessment methods  

· guidance on how to effectively complete each assessment method, for example, preparing for the interview  

· managing the logistics for interviews.  

Partner assessors play a supporting role in the process. They have less time commitment for candidate management and are not required to provide candidate feedback at the end of the assessment process.  
Assessor responsibilities 
Conduct assessments  

Assessors are expected to: 

· complete all relevant steps of assessor roles and responsibilities  

· conduct all assessment tasks online within the allocated time frame  

· complete all relevant tasks within 5-12 weeks depending on the candidate’s timeline including:  

· onboarding a candidate  

· assessing and scoring their portfolio.  

· preparing for and conducting the interview   

· moderating and finalising of candidate scores  

· assess all assigned candidates by the contract completion date  

· declare any actual, potential or perceived conflicts of interest that may impact assessor duties 

· commit to conduct their work in alignment with the Victorian Public Sector Values as outlined in section 7 of the Public Administration Act 2004 (Vic).  
Ensure consistency of assessment and implementation 

Assessors are expected to: 

· work collaboratively with other assessors

· partner with more than one assessor for the assessment of different candidates  

· follow prescribed processes as outlines in the assessor induction guide  

· attend all mandatory training. 
Responsibilities of each role are summarized in the table. 
	 Responsibilities 
	Lead Assessor 
	Partner Assessor 

	Candidate management 
· primary contact and support
· onboarding 
· logistics
	Responsible 
	Not responsible 

	Assess and score candidate portfolio 
	Responsible 
	Responsible 

	Prepare for and conduct interview 
	Responsible 
	Responsible 

	Moderate and finalise of candidate scores 
	Responsible 
	Responsible 

	· enter final scores into VAPA Portal 
	Responsible 
	Not responsible  

	· email final reports to candidate 
	Responsible 
	 Not responsible  

	· provide outcome and feedback to candidate including leadership development plan support
	Responsible 
	 Not responsible  

	· submit assessor checklist notes to lead assessor 
	Not responsible  
	Responsible 

	· submit completed assessor checklist to VAPA administrator 
	Responsible 
	Not responsible  

	Total commitment per assessment 
	Up to 14 hours 
	Up to 9 hours 

	Maximum contract period 
	1 January 2023 - 31 December 2024 


 
Assessors may also be required to attend training sessions and meetings to support them in the role as well as the VAPA implementation more broadly, as required by the Academy.  

Key performance indicators  
	Indicator to be measured  
	Measure to be used  
	Result to be achieved  
	Measurement period  

	Service delivery  
	Services delivered in accordance with contract   
	Deliverables delivered as per the agreed for no less than 99% of all the time  
	As per agreed contract  

	Invoicing  
	Timesheets and invoices submitted in templates provided by the Academy   
	100% of timesheets and invoices in Academy templates   
	All timesheets and invoices submitted within 30 days of the service delivery  

	Issue resolution  
	Resolution of issues arising from provision of services  
	100% of issues identified within agreed timelines  
100% issues recorded in an electronic template provided by the Academy  
	Acknowledged within 48 hours of issue being raised  

	Monitoring and reporting   
	Meetings  
	All meetings between assessor and the Academy adhere to the VPS value norms and all required discussion points actioned as agreed.  
	Minutes to be distributed by the Academy within two business days post-meeting date.  


 
Remuneration  
Current Department of Education and Training (department) employees will not be eligible for any remuneration for undertaking the assessor responsibilities.  Department contractors and consultants are eligible for remuneration.  
Rates:  
· $110.00 (excluding GST) per hour for assessments 

· $100.00 (excluding GST) per hour for training and meetings 

Note: assessor training may be delivered hybrid or face-face.  For any training that requires travel, the travel costs will be reimbursed in accordance with ATO rates.  Assessors will not be reimbursed for any accommodation associated with attendance at these trainings where a hybrid alternative is offered. 
Assessors will need to submit timesheets and invoices within 30 days of the service delivery. If relevant, assessors will also need to obtain and maintain WorkCover insurance for the term of any awarded contract. 
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