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Assessment and Examinations Incidents Sub-
committee Terms of Reference 

1. Purpose

These Terms of Reference (TOR) establish and govern the Assessments and Examinations 
Incidents Sub-committee (the Sub-committee), its membership, powers, responsibilities and 
proceedings.   

2. Application

These TOR apply to the Assessment and Examinations Incidents Sub-committee. 

These TOR are to be read together with the Council of Censors TOR, the RACGP Constitution, 
the Declaration of Interests Policy, the Gifts, Benefits and Hospitality Policy and RACGP Board 
Policies. 

3. Background

RACGP delivers high stakes exams to assess a doctor’s skills, knowledge, attitudes and values
for the following purposes:

- assess suitability for entry to Fellowship pathway

- develop a learning program

- determine eligibility for admission to Fellowship.

For each assessment or exam, it is the RACGP’s responsibility to provide candidates with an equal 
and nationally consistent opportunity to demonstrate their competence.  

While significant RACGP resources are applied to ensure the assessments and exams run 
smoothly, from time to time there will be instances when things do not go as planned, and a 
candidate’s opportunity to demonstrate their competence may be compromised. Such events are 
defined as incidents and are recorded in incident reports.  

As part of its responsibility for oversight of assessment, the Council of Censors needs to create a 
mechanism to determine incident report outcomes, and to provide recommendations for changes 
to policy and/or exam delivery process improvements. 

It is noted the outcome of an incident can never be the alteration of a mark or result. 

4. Establishment

The Sub-committee is established by the Council of Censors as an advisory sub-committee to 
assess the incidents and to recommend outcomes.  
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The Sub-committee is established in December 2020 and is subject to review every two years. 

5. Function 

The Sub-committee’s purpose is to assist the Council of Censors in assuring the validity of exam 
results by providing advice and recommendations about assessment and exam incidents. The 
purpose is to ensure fairness for all candidates, and to achieve consistency nationally. 

6.  Responsibilities 
The Sub-committee will: 

(a) develop guidelines for the categorisation of incidents  

(b) in relation to individual reports, determine: 

o if a reported event was an incident or not 

o if the event is classified as an incident, was it college error, candidate error, or  
outside the control of the RACGP 

o whether or not a candidate was disadvantaged by comparison with other 
candidates 

o in the case of a college error, any recompense to be provided 

(c) provide recommendations to the Council for improvement to policy or to processes 

 

7. Duties 

The Sub-committee, in performing its functions must: 

(a) ensure that its recommendations and advice are consistent with RACGP policies, 
Australian Medical Council (AMC) accreditation requirements, requirements of any other 
regulatory or government agencies and  legal obligations in the wider community; 

(b) consider member input; 

(c) consider the impacts of changes in technology, medical practice and other factors 
impacting assessment; and 

(d) consider the need for assessment delivery processes to remain current and reflect best 
practice. 

 

8. Membership  

8.1 Sub-committee composition 

 

The Sub-committee will consist of: 

(a) a Censor, as assigned by the Censor in Chief, who shall be Chair 

(b) a second Censor, as assigned by the Censor in Chief 

(c) the National Clinical Lead – Assessment Operations and Committee Liaison 

(d) an RACGP medical educator experienced in exam delivery, who shall be nominated by the 
GM - Education Services 
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(e) a GPIT faculty representative, who shall be nominated by the faculty, and who has already 
successfully completed their Fellowship exams. 

 

The GPIT representative may be: 

(a) a recent Fellow who shall have been admitted to RACGP Fellowship within the five-year 
period prior to the date of their appointment 

(b) a GP in training who has completed all Fellowship assessments, including exams, but who 
may not yet have been admitted to Fellowship 

 

Membership will be determined by the Censor in Chief. 

 

The following staff members will have a standing invitation to attend Sub-committee meetings: 

(a) the General Manager - Education Services,  

(b) the relevant Education Services managers,  

(c) the National Clinical Lead – Assessment  

(d) the relevant National Assessment Advisor (where applicable)  

 

8.2 Member engagement 

It is anticipated that most Sub-committee members will undertake these duties as a part of their 
usual role, with no additional payment for services. The GPiT position will be engaged and paid 
via a Statement of Works. 

9. Proceedings 

Meetings 

The Sub-committee must meet to consider incident reports following each assessment or exam 
delivery including but not limited to: 

- AKT 

- KFP  

- RCE 

- CCE  

- CAAKT 

- PEPEA  

The Sub-committee meetings may be held by means of any technology that gives the members 
a reasonable opportunity to participate. 

A quorum for the Sub-committee is a minimum of three people including at least one censor. 

Recommendations are determined on a majority of votes of those present and entitled to vote. 
Any member has one vote. There is no deadlock mechanism; in the event of a tied vote, both 
recommendations must be provided to the Council of Censors. 
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The Chair 
The Chair’s responsibilities are to: 

(a) ensure the Sub-committee’s deliberations are consistent with RACGP policies and with
these terms of reference;

(b) ensure members receive a minimum of 14 days of notice of each meeting;

(c) ensure members receive an agenda and the pre-reading at least 2 days prior to each
meeting.

(d) ensure outcomes are recorded and a report is provided in time for the relevant Council
of Censors ratification meeting. The record of outcomes and the report are approved by
the Chair of the meeting at which the proceedings were held or, if not feasible, by the
Sub-committee at its next meeting;

(e) ensure meetings are carried out in a fair and impartial way allowing each member to
contribute to the discussions with a view to the Sub-committee arriving at a consensus
on an issue;

(f) ensure a full and frank discussion takes place about the matters under deliberation.

Reporting 

The Sub-committee shall: 

(a) provide an Incident Report in tandem with the Exam report and the Results report for
consideration by the Council of Censors for each exam delivery

(b) prepare and submit to the Council an annual report concerning its activities at the time
and in the format reasonably requested by the Censor in Chief.

Administrative support 

Administrative support will be provided by the Assessment Operations, Assessment 
Development and Education Committees Governance teams. 

10. Confidentiality

Sub-committee members will receive or have access to confidential, sensitive and personal 
information. Sub-committee members must only use or disclose such information to the extent 
necessary to satisfy their duties and responsibilities.  

If there is uncertainty as to whether any information is confidential, such information is deemed 
confidential and not within the public domain. 

Sub-committee members must safeguard the confidentiality of any information received by 
adopting and maintaining reasonable precautions. 

Sub-committee members must not make any press or other announcements or releases in 
connection with any deliberations, outcomes or decisions of the Sub-committee 

11. Conflicts of Interest and Duty

Sub-committee members must not place themselves in a position of conflict of interest whereby 
their obligations to satisfy their duties and responsibilities are compromised, potentially 
compromised or perceived to be compromised. 
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No Sub-committee member may use their position, their authority or any information received 
to obtain an advantage for themselves or detriment for others. 

Sub-committee members must comply with the RACGP Declarations of Interest Policy. 

Sub-committee members must not compromise their professional judgment because of bias, 
conflict of interest or the undue influence of others. In such circumstances, they must not 
continue performing their duties and promptly notify the Chair and the RACGP as appropriate. 

12. Amendment of these Terms of Reference (TOR) 

The Council may make amendments to these TOR at any time. 
 

13. Responsibilities 
   

Council of Censors Responsible for approval of TOR.  

Sub-committee Must comply with the TOR. Makes recommendations to the Council 
regarding exam incidents. 

 
 

14. Glossary 
 

 

Confidential 
Information 

includes any information: 

• the subject of a confidentiality provision or confidentiality deed under 
a contract to which the RACGP is a party; 

• generated in Board proceedings which the Board deems to be 
confidential; 

• which is subject to the Privacy Act 1988 (C’th) or any equivalent state 
based legislation such as the  Privacy and  Data Protection Act 2014 
(Vic) or the Health Records Act 2001 (Vic); 

• trade secrets; 

• which would give rise to a legal obligation of confidentiality; or 

• information gained by virtue of occupying a position as an employee, 
member, director or contractor of the RACGP which is of its nature 
confidential at law. 

does not include: 

• any information in the public domain; or 

• any information which would be confidential to another party where 
that party has explicitly agreed to the information no longer being 
confidential. 
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15. Related Documents, Legislation and Policies

RACGP Constitution 
Council of Censors TOR 
Exam Handbook 
Declaration of Interests Policy 

Compliance 
N/A 

Guidance 

N/A 

16. TOR Review and Currency

These TOR will be reviewed every 2 years from the last approval date. 

Version History 

Release Notice 
Version Date of effect Amendment 

details 
Amended by 

1.0 10 December 2020 Initial release 

1.1 26 March 2021 Revision Council of Censors 

Record no.: DOC/20/118829 

Policy owner: Council of Censors 

Approved by: Council of Censors Approved on: 

Next Review Due: 03/2023 

25 March 2021 


	Assessment and Examinations Incidents Sub-committee Terms of Reference
	1. Purpose
	2. Application
	3. Background
	4. Establishment
	5. Function
	6.  Responsibilities
	7. Duties
	8. Membership
	9. Proceedings
	The Chair
	The Chair’s responsibilities are to:
	The Sub-committee shall:
	Administrative support will be provided by the Assessment Operations, Assessment Development and Education Committees Governance teams.

	10. Confidentiality
	11. Conflicts of Interest and Duty
	12. Amendment of these Terms of Reference (TOR)
	The Council may make amendments to these TOR at any time.

	13. Responsibilities
	14. Glossary
	15. Related Documents, Legislation and Policies
	Guidance
	N/A


	16. TOR Review and Currency

