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Ex Ex 2 Application for a Reallocation of duties or additional duties for an Examiner or Subject Adviser

For use from August 2022

APPLICATION FOR A REALLOCATION OF DUTIES * / ADDITIONAL DUTIES * FOR A TAUGHT PROGRAMME OF STUDY   *Please delete as appropriate
This form should be used to propose reallocations of duties or to propose additional duties for approved external examiners and subject advisers.  This form should be word-processed and all boxes completed. Please write N/A or None where appropriate do not leave boxes blank.
Please see the process for completion guidelines for additional assistance these are available on the Quality Assurance Services website http://www.leedsbeckett.ac.uk/staff/external-examiners.htm in the external examiners appointment section.
IMPORTANT:   An up to date curriculum vitae MUST be supplied with this proposal.  The form MUST be signed and dated in box 15.
	Title and Full Name

	Professor/Dr/Mr/Mrs/Ms/Miss



Awards and Modules 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 currently 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 Examiner’s Current Tenure
This date can be obtained from your quality team.
	From: (Day / month and year)
To: (Day / month and year)


ADDITIONAL DUTIES (these will be in addition to those listed in boxes 2-4)
	6
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	

	7
	Name of Course/Scheme to be Examined (including number of students)
Programme Code(s)
	

	8
	Modules to be 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

	
	
	

	
	
	


REALLOCATION OF DUTIES (these will be instead of those listed in boxes 2-4)
	9
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	

	10
	Name of Course/Scheme to be Examined (including number of students)
Programme Code(s)
	

	11
	Modules to be 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

	
	
	


12  Statement in support of the appointment of the candidate
i.e. Why are the reallocated/additional duties being requested?  What makes the candidate suitable to undertake the duties?  What evidence suggests this?  How will the candidate add value to the programme(s) / module(s)?  Has the candidate been informed about the duties and responsibilities that come with the duties and any associated additional fees?  Has the candidate agreed to the additional/reallocated duties?  Will the additional/reallocated duties workload be manageable for the candidate?
	


13 External Examiner appointments held currently (excluding research degrees)
PLEASE ENSURE THIS INFORMATION IS UP TO DATE AND NOT THAT PROVIDED FROM THE PROPOSAL FORM USED FOR THE ORIGINAL APPOINTMENT OF THE EXAMINER
Note to proposer:  If this appointment will lead to more than two concurrent substantial examiner appointments (or equivalent), please provide confirmation in part 10 that the examiner’s additional / reallocated duties will not constitute an excessive workload.
	Institution
	Programme of Study and level (i.e. Undergraduate/Postgraduate/sub-degree
	Number of Students
	Dates of Appointment

	
	
	
	

	
	
	
	

	
	
	
	


14  Period of tenure for re-allocation * / additional duties *  (*please delete as appropriate) 
	This date should not exceed the expiry date of the external examiner/subject-adviser’s current tenure as stated in 5 above
	From: (Date / month and year)
	To: (Day / month and year)

	If this re-allocation or additional duties request is as a result of an existing examiner ceasing to undertake their duties please give details of the previous examiner
	Name of examiner

Tenure of examiner 

From: (Date / month and year)
	To: (Day / month and year)

	Please give the reason for previous examiner ceasing to undertake their duties e.g. resigned
	


Details of the Examiner/Subject Adviser
	15
	Present Position and Place of Work (institution, department and commencement date) if not currently employed please give details and date of most recently held post
	

	16
	Address for Correspondence
	

	17
	Telephone Number
	

	18
	Email Address
	


NB:  When completing this form please always ensure that boxes 19 and 20 are together but on a new page.

19  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
	


20 Authorisation on behalf of Academic Board

	Name
	Dominic Ramsden 

	Position
	Quality Manager

Quality Assurance Services 



	Signed
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	Date
	


	Expected Duties

	Fee
	Workload
	Requirement 1
	Requirement 2
	Requirement 3
	Requirement 4

	Standard fee

£400 (Examiner)

£270 (Subject Adviser)

Additional Duties £100
	Appointed examiners/subject advisers will normally be allocated to a programme with an identified suite of modules and will be expected to provide a programme overview.

Maximum: Normally 18 modules

Normally levels 5, 6 or 7 however where Level 4 is a target award then externals may be asked to look at samples of level 4 work too.
There may be external professional body requirements that require examiners/advisers to scrutinise level 4 modules.  Your course team will inform you of these requirements.
	Externals are invited to all Progression and Award/Module  Boards  in each academic year but attendance at a minimum of one is required in each academic year.

Subject Advisers may not be required to attend Boards and this should be established at appointment.

For examiners on Initial Teacher Education courses leading to Qualified Teacher Status Only

External Examiners on ITE courses will also visit schools/ settings and complete a brief supplement to the annual External Examiner report.
	Approval of assessment items (exam papers / course work assignments).

External sampling of students’ work, with appropriate commentary / sign-off.
	Submission of an annual report (fully and comprehensively completed to a satisfactory standard).  The report to be submitted within FOUR WEEKS of the date of the Progression and Award Board attended.  Non-submission of reports can lead to termination of tenure and no examining fee will be paid if the report is not submitted

The report will be available to students and as such no personal references to either students or staff should be included within the report.

External Subject Advisers and module only examiners should also submit their reports to the (Chief) External Examiner for the Award with which they are associated as soon as possible.

Where there is a team of examiners and a Chief External has been appointed the examiners in the team should also submit their report to the Chief External.
	If appropriate meeting students on the designated programme of study (can be arranged when the examiner is at the University for other meetings; ‘virtual’ meetings via Skype etc. are acceptable).


QUALITY ASSURANCE SERVICES

Reallocation / Additional Duties Fee Form

School Name:

Collaborative Partner Name:
Course Title(s):

Programme Code:

School Budget Code:

Name of External 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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