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APPLICATION FOR AN UPGRADE TO CHIEF EXAMINER
This form should be used to propose an upgrade to Chief Examiner.  This form should be word-processed and all sections completed.  Please write N/A or None where appropriate.
Please see the process for completion guidelines for additional assistance these are available on the Quality Assurance Services web pages  http://www.leedsbeckett.ac.uk/staff/external-examiners.htm
IMPORTANT:   An up to date curriculum vitae MUST be supplied with this proposal.  This form MUST be signed and dated in Section 2 part 17.
	Title and Full Name

	Professor/Dr/Mr/Mrs/Ms/Miss



SECTION 1

Details of Programme of Study Currently Examined
	1
	School and Subject Group
	

	2
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	

	3
	Name of Course to be Examined (including number of students)

Programme Code(s)
	

	4
	Modules Examined and the Courses on which these Modules are offered (please list the course titles, the titles of all modules and all student numbers on those modules)  Normally this should be no more than 18 modules

	Course Title
	Module ID ( (Level, Module Title, Module Code
	No of Students

	
	
	

	
	
	

	
	
	

	5
	Period of Current Tenure (normally for 4 years)
	From: (Day / Month and year)
To: (Day / Month and year)
If requesting an alternative period of tenure give a full explanation at box 10 below.


6 Period of tenure for duties at Chief Examiner
	This date should not exceed the current expiry date of the examiner’s tenure in section 5
	From: (day / month and year)
	To: (day /month and year)

	
	
	

	If this appointment as Chief is as a result of the previous Chief ceasing their duties please indicate the name of the previous Chief External Examiner

	7
	Name
	

	8
	Place of Work
	

	9
	Dates of Tenure (from and to) if being replaced before end of tenure date please give reason for replacement i.e. (resigned)
	


10  Statement in support of the upgrade to Chief Examiner of the candidate
What makes the candidate suitable for the role?  What evidence suggests this?  How was the candidate informed about the duties and responsibilities that come with the role?  Has the candidate agreed to undertake the role?
	


SECTION 2

11 Current External Examining Team
	Name
	Institution and Department
	Area of Responsibility within External Examining Team (awards/modules)
	Dates of Tenure

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Details of the Proposed Chief Examiner
	12
	Present Position and Place of Work (institution, department and commencement date) if not currently employed please give details and dates of most recently held post

Does the examiner have permission to work in the UK (this will be verified on appointment)
	Yes / No (please delete)



	13
	National Insurance No (if applicable)
	

	14
	Preferred address for correspondence
	

	15
	Preferred contact telephone 
Number (s)
	

	16
	Preferred contact Email address
	


NB:  When completing this form please ensure that sections 2 parts 17 and 18 are together but on a new page.

17 Recommendation on behalf of the School Academic Committee
	I can confirm that to the best of my knowledge there are no reciprocal arrangements relating to this appointment and that this proposal has received the appropriate school scrutiny and approval

	Name
	

	Position
	Dean of School or Nominee

	Signed
	

	Date
	


18 Authorisation on behalf of Academic Board

	Name
	Kirsty Curwen

	Position
	Associate Director Quality Assurance

	Signed
	

	Date
	


Duties of a Chief External Examiner

Circumstances of Appointment

A chief external examiner may be appointed from within a team of approved external examiners where there is more than one external examiner.

Approval of Appointment

The approval of the appointment of an external examiner who is to act in this capacity is subject to the normal criteria and the person is expected to have had or to retain subject responsibilities within the examining team.  The person should also be consulted and agree to taking on the role.
Experience of Chief External Examiner

Where a chief external examiner is to be appointed, the nominee should have sufficient external examining experience to:

· take an overview of the Scheme or Course

· ensure that a consistent standard is maintained across the range of subjects to be examined.

The Chief external examiner would be expected to have sight of the annual reports from other members of the examining team and would include comments within their own annual report related to the consistency of standards across the range of subjects examined within the team of examiners.
The Chief external examiner would be expected to attend the Progression and Award board where one is held. 

QUALITY ASSURANCE SERVICES

Upgrade to Chief External Examiner Fee Form

School and Subject Group:  

Collaborative Partner Name:

Course Title(s):

Programme Code:

School Budget Code:

Name of Chief Examiner:

	
	Amount

	Basic Fee
(Examiner £400)

External Subject Adviser (£270)
For those attached to Carnegie ITE (QTS and EYTS) awards an additional £100 fee to be paid
	

	
	

	Enhanced fee – please fill in details below as appropriate

	
	

	Additional Duties (Usually £100)
	

	
	

	Chief External Examiner Additional Fee of £70
	

	
	

	Mentor

£150
	

	Total fee payable
	

	
	

	Date
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