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	APPLICATION FOR EXTENSION OF EXTERNAL EXAMINER APPOINTMENT OR SUBSTANTIVE CHANGE IN EXTERNAL EXAMINER DUTIES



	PART A – THE PROGRAMME



	School submitting nomination:

Name of contact, in case of query:



	Level and full title of programme(s) currently examined – please insert programme title(s) as in Programme Specification:



	PART B – DETAILS OF CURRENT EXAMINER



	Surname:  

Forename:

 
	Title:



	Original dates of appointment:

From:


	To:

	Dates of proposed extension:

From:

Note1: The maximum term for an extension is normally twelve months
	To:



	Details of proposed change to duties:

(if applicable)



	Reason for extension/proposed change to duties:

Note 2: The normal period for an initial appointment is three years.  Senate will consider an extension if, for example, it would facilitate the phasing of External Examiner appointments for a programme so that not all retire at the same time, or if the programme is new and four years in length.



	PART C – ANY OTHER CHANGES TO PERSONAL DETAILS (if applicable) 

eg. external examinerships at other institutions – please detail below



	

	Signature of Head of School:
	Date:


Extract from Senate Regulation 4

External Examiners
Appointment
4.82                      Senate shall appoint at least one External Examiner for any award-bearing programme offered by the University (including the award of credits).

4.83                      An External Examiner shall normally be appointed for a period of three years, but the appointment may be extended by Senate for one further year. An extension would be appropriate if, for example:

a        the programme is new;

b        the programme has alternate year intakes;

c         some overlap between incoming and outgoing External Examiners would be helpful.

4.84                      The Head of School shall be responsible for submitting to Senate nominations for the appointment of External Examiners in the subjects offered and for each programme leading to a named award.

4.85                      The number of External Examiners appointed to a programme or a subject shall be determined by the need to provide adequate quality and standards assurance across the range of subjects within a programme. A diverse subject or a programme with many and/or varied elements of assessment, which may be time-consuming to moderate, may warrant additional appointments.

4.86                      A Chief External Examiner may be appointed in some circumstances. These might include for large programmes; for programmes where coherence is critical to the aims and outcomes specified; or where programme content is diverse. A Chief External Examiner is expected to have sufficient understanding of all main areas in an academically diverse programme to be able to comment on the overall standards and coherence of the programme.

Criteria for appointment
4.87                      Each External Examiner shall normally be a senior member of the academic staff of another higher education institution, member of a professional body with appropriate standing, or member of another recognised authority in the appropriate discipline. External Examiners should be drawn from a wide variety of institutional/professional contexts and traditions in order that the University’s programmes benefit from wide-ranging external scrutiny.

4.88                      All External Examiners at should have recent, relevant, assessment experience and an understanding of academic standards in other institutions sufficient to enable them to assist with national comparisons of standards. If the external expert, although highly versed in his/her own field, may be unaware of up-to-date university procedures and standards, one additional examiner may be required.

4.89                      Nominees for appointment as External Examiners for undergraduate or taught postgraduate awards should:

a        have an appropriate level of academic expertise and experience sufficient to command the respect of colleagues;

b        have appropriate professional expertise and experience.

4.90                      For work at a level below that of a first degree, an External Examiner should demonstrate recent appropriate academic and/or professional expertise and experience in the relevant discipline at the level of the programme.

4.91                      External Examiners shall be appointed for credit-rated (short) courses according to the criteria appropriate to the highest level of modules(s) within the programme.

4.92                      Recommendations to Senate for the appointment of an External Examiner should contain such biographical information about the proposed Examiner as is necessary to demonstrate that these criteria have been met.

4.93                      In considering nominations for appointment as External Examiners, Senate shall also have regard to the following criteria:

a        External Examiners may not be current students or members of staff of the University nor lecturers at the University for the subject(s) or programme(s) to which they are appointed. Former staff of the University may not be appointed as External Examiner for the University within a period of three years immediately following the cessation of their contract of employment with the University. Former students of the University may not be appointed as External Examiner for the University within a period of five years from completion of their studies at the University.

b        External advisers who have participated in the design or approval of programmes, or elements thereof, for which he or she will be responsible during his or her period of office shall not be eligible for appointment as External Examiners.

c         Examiners should not be over-extended by their external examining duties. The examiner should not currently hold more than the equivalent of two major External Examinerships.

d        If the proposed Examiner has no previous External Examiner experience at the appropriate level, the application should provide evidence of other External Examining experience, extensive internal examining experience, or other relevant and recent experience likely to support the External Examiner role.

e        If the proposed examiner is retired s/he should have recent relevant experience of examining at this level. Alternatively, the proposal should present evidence of relevant current expertise in the subject and a current understanding of quality and standards issues in higher education which is commensurate with the role.

f          An interval of at least three years must separate any two periods of appointment as an External Examiner to the University.

4.94                      Normally Senate will not approve a nomination where it would result in:

a        there being more than one examiner from the same institution in the team of External Examiners. An exception may be made for a complex programme, involving a very large number of discrete subject areas;

b        reciprocal external examining between programmes or Schools in two institutions;

c         the replacement of an outgoing External Examiner by an individual from the same institution or an External Examiner from an institution which has been the source of Examiners in the recent past (normally five years).

Process for appointment
4.95                      The proposed External Examiner should be consulted informally by the Head of School before a nomination is submitted, or an extension to a period of service is proposed.

4.96                      Formal recommendations for the appointment of External Examiners, or for the extension of a period of service, should be submitted on the appropriate nomination form to the Assistant Registrar (Quality and Standards) not less than three weeks before the date of the meeting of Senate at which the recommendations are to be considered.

4.97                      The endorsement at least two members of Senate will be sought for the nominee. The members of Senate are required to advise Senate on the suitability or otherwise of a nominee, and to provide a supporting case for nominations which fall outside the normal criteria. Reasons for rejecting a nomination must also be given. The scrutiny process is ‘blind’ i.e. neither member of Senate is informed of the recommendation of the other before recommendations are made.

4.98                      In cases of disagreement between the two members of Senate, the advice of the Pro-Vice-Chancellor (Learning and Teaching) shall be sought before any recommendation is made to Senate.

4.99                      Following Senate approval of a nomination, the Quality and Standards Office will write on behalf of Senate formally appointing the External Examiner, and enclosing a copy of the current prospectus, the student handbook and all relevant Senate Regulations. The nominee is asked to respond to confirm acceptance of the appointment.

4.100                  Schools are required to provide newly appointed External Examiners with subject- and programme-specific information, to include 

a        information about the School e.g. staff roles and responsibilities, list of programmes, students numbers etc.;

b        programme specifications and module outlines;

c         the most recent annual review for the programme and School;

d        the name, details and responsibilities of the Chief Examiner, if appointed;

e        a set of examination papers and coursework titles for previous session;

f          generic assessment criteria and mark schemes;

g        School policies and procedures for the quality assurance of assessed work (e.g. double-marking) to include details of any arrangements on moderation reached with previous External Examiner;

h        schedule of meetings and dates when work will be sent out for the first year.
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