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Flow Chart for the appointment of an external examiner
THE PROCESS FOR THE APPOINTMENT OF AN EXTERNAL EXAMINER MAY TAKE A LONG TIME AND IT IS THEREFORE ADVISABLE TO COMMENCE THE APPONTMENT PROCESS AS SOON AS IS POSSIBLE.
Process for the appointment of an External Examiner









Final University approval of external examiners/advisers rests with Academic Quality and Standards Committee, acting on behalf of Academic Board. 

Guidance on the selection of external examiners/subject advisers 
The University’s regulations state that external examiners must be appointed for all approved Courses leading to an award of the University.  Please also see Section 14.1 of the University’s regulations for further guidance.  www.leedsbeckett.ac.uk/public-information/academic-regulations.htm
The course team is responsible for nominating an external to the school at least six months before the commencement of their appointment and preferably a year prior, as the process for nomination, approval and appointment of externals is lengthy.  The team should ensure that any potential external examiner is provided with sufficient information to enable them to identify whether they can carry out their responsibilities effectively.  This information should include precise details of what is expected of them in terms of the numbers of students, the volume of work to be sampled (recommendations for the size of the sample are included in the moderation form below on page 45 of this document), the expected number of visits to the university/college and the timing of those visits and the fees to be paid.  
Fees are currently:
External Examiner
£400 per annum + reasonable expenses (for Carnegie ITE (QTS and EYTS) examiners and additional £100 fee will be paid

External Subject Adviser
£270 per annum + reasonable expenses


Mentor


£150 per annum + reasonable expenses


Chief Examiner

£400 + £70 per annum + reasonable expenses

Additional Duties
Usually £100 but this fee should be discussed between the school and the external examiner and the examiner should agree to undertake the duties for the fee agreed.
For details on the amount of subsistence and mileage expenses that examiners can claim please refer to the expenses claim form www.leedsbeckett.ac.uk/examiners/index.htm.
Course teams should use their networks, professional body contacts and recommendations from colleagues when searching for a prospective external.  It is important that it is ascertained at the outset that any proposed candidate meets the criteria for appointment set out on page 3 and that the prohibitions to appointment on page 4 are taken into account.  It should also be confirmed that the candidate is eligible to work in the UK and can provide documentation to substantiate this, please see pages 41-44 for further details of the documentation required to be provided by externals when they visit the university for induction or during their first visit to the course team.  Should any candidate fail to provide evidence that they are eligible to work in the UK their appointment will be terminated.
Following initial discussions with any proposed external the appropriate proposal form(s) should be completed by the course director (or nominee) in discussion with the candidate and the form(s) should then be forwarded to the appropriate school colleague for approval via the agreed school processes.  Your Quality Assurance and Governance team will be able to provide you with any further advice.
When the proposal has been approved through the appropriate school process the proposal will then be put forward to Quality Assurance Services for final approval on behalf of the Academic Board of the University.
Following the approval of the proposal by Quality Assurance Services, the school will be informed of the outcome and a contract and appointment pack will be sent to the external examiner.  Further course information should be sent to the external by the course team.  Please see the checklist on page 47 of this document for further information on documents to be sent to the external examiner by the course team.
Criteria for appointment of examiners

In order for External Examiners to exercise their rights and carry out their responsibilities, the QAA stipulates
 that the national criteria for the appointment of externals include the following:

· knowledge and understanding of UK sector agreed reference points for the maintenance of academic standards and assurance and enhancement of quality

· competence and experience in the fields covered by the programme of study, or parts thereof

· relevant academic and/or professional qualifications to at least the level of the qualification being externally examined, and/or extensive practitioner experience where appropriate

· competence and experience relating to designing and operating a variety of assessment tasks appropriate to the subject and operating assessment procedures

· sufficient standing, credibility and breadth of experience within the discipline to be able to command the respect of academic peers and, where appropriate, professional peers

· familiarity with the standard to be expected of students to achieve the award that is to be assessed

· fluency in English, and where programmes are delivered and assessed in languages other than English, fluency in the relevant language(s) (unless other secure arrangements are in place to ensure that external examiners are provided with the information to make their judgements)

· meeting applicable criteria set by professional, statutory or regulatory bodies

· awareness of current developments in the design and delivery of relevant curricula

· competence and experience relating to the enhancement of the student learning experience
In the case of external candidates who are to be appointed as a requirement of a professional body they should demonstrate the specific capacities required by such professional body.

An external may be appointed with no previous external examiner experience provided they have sufficient internal moderation experience or other relevant and recent experience or training.  If an  inexperienced external Is appointed they should for the first year of appointment work alongside a mentor (preferably the outgoing external).  If a mentor is to be appointed a mentor proposal form should be submitted for approval at the same time as the proposal for the new inexperienced external examiner.  The mentor appointment is for one full calendar year from the date from which the external examiner is appointed.

All externals will be enrolled on to the University’s online induction module.

It should be ensured that an appropriately balanced team of examiners is in place to cover the academic and professional subject content.  The school has a responsibility to ensure that the appropriate number of externals is appointed to guarantee adequate expertise to cover the major subject areas and to be able to cope with the volume of student work to be sampled (see page 45 for further information).

Prohibitions to appointment of examiners
Chapter B7 of the QAA Quality Code also outlines a number of prohibitions to appointments which higher education institutions must apply.  Institutions do not appoint as external examiners anyone in the following categories or circumstances:
· a member of a governing body or committee of Leeds Beckett or one of its collaborative partners, or a current employee of Leeds Beckett or one of its collaborative partners;

· anyone with a close professional, contractual or personal relationship with a member of staff or student of Leeds Beckett involved with the programme of study;

· anyone required to assess colleagues who are recruited as students to the programme of study;

· anyone who is, or knows they will be, in a position to influence significantly the future of students on the programme of study;

· anyone significantly involved in recent or current substantive collaborative research activities with a member of Leeds Beckett staff closely involved in the delivery, management or assessment of the programme(s) or modules in question;
· former staff or students of Leeds Beckett unless a period of five years has elapsed and all students taught by or with the external examiner have completed their programme(s);
· a reciprocal arrangement involving cognate programmes at another institution; (where a member of staff at Leeds Beckett externally examines at the institution of the proposed external examiner on a similar programme or the programme on which the proposed external examiner teaches);
· the succession of an external by a colleague from the examiner’s home department and institution;

· the appointment of more than one external examiner from the same department of the same institution;
Exceptions to these prohibitions will only be approved where there are compelling reasons set out in the statement in support of the appointment section of the proposal form.
Expectations of the role of external examiner

The role of an external approved by the University is to ensure that students are assessed fairly in relation to other students on the course.  The specific expectations of the role are elucidated in a document which forms part of the proposal forms.
Apprenticeship External Examiners are asked to conduct their duties through the lens of an apprenticeship and not only in the context in a standard degree course. This will require them to refer to the apprenticeship standard and assessment plan when providing the assurances on the appropriateness of the apprenticeship for example assessment strategies will need to ensure that it supports the achievement of KSB’s (Knowledge Skills, and Behaviours); learning outcomes are not the primary focus. We would therefore normally expect an Examiner looking at Degree Apprenticeships to have prior experience in this area. 
The role of an external subject adviser or a module only examiner is to provide additional support to a chief external examiner in a specific subject area, for example in a language, where the chief external examiner would not be able to moderate a number of languages across a scheme but can comment on the overall consistency and fairness of the processes for the assessment of students.  The module only examiner or subject adviser should submit their reports to the university via the agreed process and they should also submit their reports to the chief external examiner or award examiner.

All externals are required to submit an annual report to the university within four weeks of the date of the Progression and Award Board with which they are associated.  Their examining fee will be automatically paid in the next available payroll run once they have submitted their report electronically through the My Hub System.  Expenses incurred during their tenure can be claimed at any point in the academic year but receipts must accompany any claim for expenses.  Schools would usually process the expenses for external examiners via your Quality Assurance and Governance team.

Externals should expect to receive a response to their report from the course director within 30 working days of receipt of the examiner’s report.  Should an external examiner respond with a “no” to any of the key academic standards-related questions at the start of their annual report then the Dean or Nominee is asked to ensure that the course director in agreement with themselves respond fully to the external examiner on the issues raised within ten working days of the date the report is sent to the school by QAS and that the Dean (or Dean’s nominee) also produces a follow up action plan to ensure that any issues are dealt with appropriately at a School level.

 The month of August is not counted within the 30 working days in order to facilitate staff leave.
Externals are provided with a receipt for their report by Quality Assurance Services and in that receipt they are given the date by which they should expect to receive a response and Schools are also informed of that date via your Quality Assurance and Governance team.  Externals’ reports are required to be considered as part of the school annual monitoring and review cycle.
Term of office
The QAA Quality Code also states that:

· the duration of an external examiner’s appointment will normally be for four years, with an exceptional extension of one year to ensure continuity (for example where a course is running out);

· an external may be reappointed in exceptional circumstances but only after a period of five years or more has elapsed since their last appointment;

An extension of tenure of one year’s duration may be sought but will only be approved in exceptional cases, such as a decision not to continue to run the particular award and to cover the existing cohort of students completing their studies.  An examiner must be consulted and agree to undertake the proposed extension of tenure.  An extension of tenure form should then be completed and submitted via the school and university process for the appointment of external examiners.  It should be stated in that rationale on the form that the examiner has been consulted and has agreed to the extension of tenure.  The workload of the external should be assessed, and considered to be manageable, and an up to date CV provided by the external.
Additional duties may be requested for an examiner for example to cover the duties of another examiner who is ill or who has resigned at short notice.  Similarly a reallocation of duties within a team of examiners may also be considered.  The external examiner must be consulted and agree to undertake the additional duties or the reallocated duties and the fee structure for those duties must be discussed with the external and agreed.  The workload of the external should also be assessed and an up to date CV provided by the external.  An additional duties/reallocation of duties form should then be completed and submitted via the school and university process for the appointment of external examiners.  It should be stated in that rationale on the form that the examiner has been consulted and agreed to these duties.  The workload of the external should be assessed, and considered to be manageable and an up to date CV provided by the external.
An external should not be over-extended by the proposed duties and should not normally:

· hold more than the equivalent of two substantial external examiner appointments.  (If the external appears to exceed this norm, the proposal form should provide supporting information, for example that the phasing of assessments alleviates the workload during an academic session and the Examiner has agreed with their own institution that the workload for each appointment can be met).

Prior to their appointment an external may have been an external panel member or external advisor assisting in the approval of the award, however following their appointment they cannot not be asked to be an external panel member or advisor in order to review awards of the university.
Process for the completion and submission of Proposal forms

Prior to submitting any of these proposal forms to Quality Assurance Services (QAS) for approval they MUST be signed by the Dean of School or nominated school representative. If the forms are not signed prior to submission to QAS they will not be approved.  The proposal form templates are available on our website.  These template forms are regularly updated and revised and therefore it is advisable that you do not save the forms to local drives but rather always download the forms directly from our web pages.
It is the school’s responsibility to ensure that the forms are correctly and fully completed.  Details of the deadlines for submission of proposal forms during the academic year can be found on our web pages or via your Quality Assurance and Governance Team.
Proposal forms received after the deadline dates will be normally be presented to the next available meeting of the QAS Scrutiny Panel.
For further guidance from the regulations on the appointment of external examiners /subject advisers and mentors please refer to the University’s Academic Regulations available on our website.
www.leedsbeckett.ac.uk/public-information/academic-regulations.htm
Quality Assurance Services primarily home working and the contact for all issues relating to External Examiners is Kay Hartley on extension 25125 e-mail K.L.harltey@leedsbeckett.ac.uk
An up to date curriculum vitae should accompany all proposal forms
Guidance for Completion

Ex Ex 1 External Examiner / Subject Adviser proposal form

APPLICATION FOR APPROVAL OF AN EXTERNAL EXAMINER/SUBJECT ADVISER FOR A TAUGHT PROGRAMME OF STUDY
This form should be used to propose a new examiner /Subject Adviser appointment when a course or scheme is approved or when an existing external examiner/subject adviser is due to retire or resigns.  The 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 www.leedsbeckett.ac.uk/examiners/index.htmin the external examiners appointment section.

IMPORTANT:   An up to date CV MUST be supplied with this proposal.  The form MUST be signed and dated in box 30.

	Title and Full Name of proposed examiner
	Professor/Dr/Mr/Mrs/Ms/Miss


	Preferred Name if different from above 
	


Programme Details

	1
	School and Subject Group
	Please give name of School and Subject Group.

	2
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course will be delivered, otherwise state ‘not applicable’ (n/a).

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

Programme Code(s) for each award
	Please enter the full title of all course(s) and programme code(s) to be examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the SPA/New Course Approval Form or the approval documents).
Please also include all programme codes relevant to the collaborative /franchise delivery of the course.


	4
	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 per examiner

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

	Please complete with Course Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  It is a requirement of the QAA Quality Code Chapter B7 that externals are given details of all modules they are to examine.

	
	
	

	5
	Period of Tenure (normally for 4 years)

e.g. 1st Nov 2014 to 31st Oct 2018
	From: (Date / Month and Year)

To: (Date / Month and Year)

If requesting an alternative period of tenure please give a full explanation at box 12 below.
From:  1st November 20

To:  31st October 20

Tenure will normally be for four academic years and cannot be agreed for more than four years in the first instance.  If you wish to appoint for less than four years please give a full explanation in part 12 of the form.


Details of the Proposed Examiner/Subject Adviser

	6
	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
	This information should be FULLY completed and is important in ensuring that no conflict of interest exists between a team of examiners.  If the nominee is retired please state this and insert the last known place of employment and the full dates of their last employment.


7  Teaching experience (most recent first)

	Institution
	Subject Area and Level (i.e. HE Level 4, 5, 6, or 7)
	Dates in Months and Years

	This should be completed and give a brief account of the main areas of teaching/training responsibilities (if any) including the higher education academic levels i.e. Level 4,5,6, or 7 over the last five years.  This is in order to demonstrate the subject and level expertise of the nominee.
*Please include DA experience if applicable*


8  Experience of internal assessment and moderation at the level proposed for the appointment over the last 5 years
	Institution
	Programme of Study and level (i.e. Undergraduate/Postgraduate/sub-degree
	Number of Students
	Dates of Appointment

	Please enter institution(s), course(s), student numbers and dates.

This information is required in order to demonstrate the nominee’s experience as an internal examiner/moderator.


9  External Examiner appointments held currently and/or over the last 5 years (excluding research degrees)

Note to proposer:  If this appointment will lead to more than two concurrent substantial examiner appointments (or equivalent), please provide confirmation in part 12 that the examiner’s workload will not be excessive.

	Institution
	Programme of Study and level (i.e. Undergraduate/Postgraduate/sub-degree
	Number of Students
	Dates of Appointment

	Please enter institution(s), course(s) (excluding research degrees), student numbers and dates.

All of this information is required to ensure no conflict of interest applies and also to ensure that the nominee will not be over-burdened by the addition of the examining duties proposed.  It is advisable that the examiner should not hold more than the equivalent of two substantial external examiner appointments.  


10  Professional Qualifications
	Professional Body
	Qualifications/Status of Membership (please include membership or registration number if appropriate)
	Dates

	This information will assist in ensuring that the nominee has the relevant experience to undertake the duties proposed.


	11
	Name of Mentor Proposed (if one is required)
N.B a Mentor must be proposed if the Examiner has had no previous External Examiner Experience 
	Enter Yes or None required.

A mentor will normally be required if the proposed Examiner has no previous External Examining experience. 

If Yes include the full name of the proposed mentor.  The mentor would usually be the outgoing external examiner or another examiner on the team of examiners but they must be consulted and agree to act as mentor prior to being proposed.  A mentor proposal form would then also be submitted to the school committee and on to QAS for final approval.  The mentor proposal should be presented at the same time as the external examiner’s proposal form.


12  Statement in support of the appointment of the candidate
	(i.e. What makes the candidate suitable for the role?  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 role and associated fees (please refer to the Expected Duties table below for further information)?
Provide a brief rationale for this appointment and any further information which would assist in the approval process.  Please use the third person e.g. ‘Dr X is suitable because…’ rather than ‘I am suitable because…’
*Please include DA experience if applicable*


12a

Please provide an assurance that the total workload represented by the courses and modules listed in boxes 3 and 4 above is manageable.  Please pay particular attention to any franchised provision and the additional workload implications that this may involve for the examiner.

	


13  Previous Employment over the last 5 years (most recent first)

	Employer
	Post (s) including Depts.
	Dates

	This should be completed in order to ensure that there is no conflict of interest.  For example that the nominee has not been employed by Leeds Beckett University or by one of its partner colleges within the last five years.
Please ensure that the full dates of employment are also included.


14  Higher Education (most recent first)

	Institution Attended
	Qualifications Gained
	Dates

	This part will assist in ensuring that the nominee is qualified to undertake the duties proposed and also ensure that the examiner is not a recent graduate of Leeds Beckett University/Leeds Metropolitan University (within the last five years).
Please ensure that full dates are also included.


Examiner / Subject Adviser to be Replaced

	15
	Name
	Must be included.

	16
	Place of Work
	This information must be included to ensure that an examiner is not replaced by someone from the same institution.

	17
	Dates of Tenure (from and to) if being replaced before end of tenure date please give reason for replacement i.e. (resigned)
	If you are unsure of the dates of tenure please contact your school External Examiner administrator.


18  Current External Examining Team

Give details of other approved external examiners /subject advisers.  Please underline the name of the Chief Examiner (if applicable).

	Name
	Institution and Department where they work
	List of Modules and courses currently being examined at Leeds Beckett University
	Dates of Tenure

	It is important that this part is FULLY completed in order that any conflict of interest is avoided.  More than one examiner from the same institution in a team of external examiners would be unacceptable, except in a complex scheme involving a very large number of discrete subject areas.  


19  Is a new Chief Examiner required as a consequence of this appointment? 
It may be that this new examiner is replacing the previous chief examiner and as a consequence a new chief may be required.  A newly appointed or inexperienced examiner would not usually be appointed as a chief but rather an existing examiner who has experience of our processes.
	Yes
	No


      (please delete as appropriate)

20  For External Examiners /Subject Advisers to be involved in Pearson Edexcel programmes

Give details of any experience in the delivery and verification of Pearson Edexcel/BTEC programmes not specified above.
	Give details of any experience in the delivery and verification of Pearson Edexcel/BTEC programmes not already specified above.


Details of the Proposed Examiner/ Subject Adviser
	21
	Does the examiner have permission to work in the UK (this will be verified on appointment)
National Insurance No (if applicable)
	Yes / No (Please delete)
This information will be verified by sight of the required documents prior to the commencement of the duties of the external examiner.  See pages 43 to 47 of this document.
This must be supplied if the examiner has one.Yes / No (please delete)



	22
	Date of Birth 
	These details are all required for the Leeds Beckett database and for Human Resources to produce an Associate Staff Card.  

Please ask the proposed examiner for their preferred method of communication  
THIS INFORMATION WILL BE USED FOR ALL COMMUNICATIONS

	23
	Home Address 
	

	24
	Preferred Address for Correspondence (If different from above)
	

	25
	Personal Telephone 
Number 
	
	

	26
	Work Telephone 
Number
	
	

	27
	Personal Email Address
	
	

	28
	Work E-mail Address
	
	

	29
	Any current or previous association with the University/staff/students (please give details and dates)

NB ALL known associations MUST be divulged
	It is important that ALL known associations be divulged, for example being an external advisor involved in the approval of a course at Leeds Beckett University.  Personal relationships, for example:  being the aunt/uncle of a current student; being related to or in a relationship with a current member of Leeds Beckett staff; having been part of a course team at their own institution where a member of staff employed at Leeds Beckett has been an external examiner on that course; having collaborated with a member of Leeds Beckett Staff on research or other work.


· Please tick box to note preferred method of communication  (personal or work) 

NB:  When completing this form please ensure that boxes 30 and 31 are always together on a separate page

30  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
	If this form is not signed and dated prior to submission to the QAS team it will not be presented for approval.

	Date
	


31  Authorisation on behalf of Academic Board

	Name
	Dominic Ramsden 


	Position
	Quality Manager – Quality Assurance Services 


	Signed
	

	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 Module Boards/Progression and Award 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 Committees or 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 Boards  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

External Examiner Annual Fee Form

School:

Collaborative Partner Name:

Course Title(s):

Programme Code(s):

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
	


Ex Ex 2 Application for a Reallocation of Duties or Additional Duties
ExEx3 Application for the appointment of a Mentor

Ex Ex 4 Application for an Upgrade to Chief External Examiner 

Ex Ex 5 Application for an Extension of Tenure for an Examiner or Subject Adviser

The Ex Ex 2 form should ONLY be used to propose:

a) additional duties, for example taking on responsibility for examining another award;

b) reallocations of duties, for example where it is proposed that within a team of examiners their duties should be redistributed following the closure of a particular award within a scheme or
c) the addition of new awards within a scheme between already approved examiners.

The Ex Ex 3 form should ONLY be used to propose a mentor to an inexperienced external examiner.

The Ex Ex 4 form should ONLY be used to propose an upgrade to Chief External Examiner in a team of Examiners

The Ex Ex 5 form should ONLY be used to propose Extensions of Tenure for External Examiners and Subject Advisers and only in exceptional circumstances.

In all cases the full name and title of the nominee should be filled in.

An up to date curriculum vitae should accompany these forms.
PLEASE NOTE THAT IF THERE IS ANY COMBINATION OF THESE CHANGES, THE APPROPRIATE FORM(S) MUST BE COMPLETED TO REFLECT EACH CHANGE.

 Guidance for Completion

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

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 QAS website www.leedsbeckett.ac.uk/examiners/index.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 part 20.

	Title and Full Name
	Professor/Dr/Mr/Mrs/Ms/Miss




Awards and Modules CURRENTLY EXAMINED

	1
	School and Subject Group
	Please give name of School and Subject Group.

	2
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course is being delivered.

	3
	Name of Course currently Examined (including number of students)

Programme Code(s)
	Please enter the full title of all course(s) and programme code(s) being examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the Course Approval Form or the approval documents).
Please also include all programme codes relevant to the collaborative /franchise delivery of the course.


	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

	Please complete with Course/Scheme Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  This is a requirement of the QAA Quality Code.


	5
	Period of Examiner’s Current Tenure

This date can be obtained from your Quality Assurance and Governance Team.
	From: (Date / Month and year)

To: (Date / Month and year)

If requesting an alternative period of tenure please give a full explanation at box 12 below.
From:  1st November 20

To:  31st October 20




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)
	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course will be delivered.

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

Programme Code(s)
	Please enter the full title of all course(s) and programme code(s) to be examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the Course Approval Form or the approval documents).

Please also include all programme codes relevant to the collaborative /franchise delivery of the course.


	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

	Please complete with Course/Scheme Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  This is a requirement of the QAA Quality Code.


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)
	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course will be delivered.

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

Programme Code(s)
	Please enter the full title of all course(s) and programme code(s) to be examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the Course Approval Form or the approval documents).

Please also include all programme codes relevant to the collaborative /franchise delivery of the course.

	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

	Please complete with Course/Scheme Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  This is a requirement of the QAA Quality Code.


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 (please refer to the Expected Duties table below for further information)?  Has the candidate agreed to the additional/reallocated duties?  
PLESE INCLUDE A STATEMENT CONFIRMING THAT THE EXTERNAL HAS AGREED TO THESE DUTIES AND WHAT THE FEE AGREEMENT IS.   For example has it been agreed that the external will not require an additional fee? 


12a

Please provide an assurance that the total workload represented by the courses and modules listed above is manageable.  Please pay particular attention to any franchised provision and the additional workload implications that this may involve for the examiner.

	


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 EXTERNAL

Note to proposer:  If this appointment will lead to more than two concurrent substantial examiner appointments (or equivalent), please provide confirmation in part 12 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

	Please enter institution(s), course(s) excluding research degrees, student numbers and dates.

All of this information is required to ensure no conflict of interest applies and also to ensure that the nominee will not be over-burdened by the addition of the examining duties proposed.  It is advisable that the examiner should not hold more than the equivalent of two substantial external examiner appointments.  


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: (Date / 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: (Date / 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
	Please ensure that this is up to date information and not that used when the external was first appointed.

	16
	Address for Correspondence
	

	17
	Telephone Number
	

	18
	Email Address
	


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

20  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
	If this form is not signed and dated prior to submission to the QAS team it will not be presented for approval.

	Date
	


21 Authorisation on behalf of Academic Board

	Name
	Dominic Ramsden 


	Position
	Quality Manager – Quality Assurance Services 


	Signed
	

	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 Module Boards/Progression and Award 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 Committees or 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 Boards 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

External Examiner Annual Fee Form

School:

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
	


Guidance for Completion

Ex Ex 3 Mentor Proposal Form

APPLICATION FOR APPROVAL OF A MENTOR TO SUPPORT AN EXTERNAL EXAMINER */ SUBJECT ADVISER* FOR A TAUGHT PROGRAMME OF STUDY  *Please delete as appropriate
This form should be used to propose a new mentor appointment when a new external examiner is appointed.  The form should be word-processed and all boxes completed.  Please write N/A or None where appropriate – do not leave blank boxes. 
Please see the process for completion guidelines for additional assistance - these are available on the QAS website www.leedsbeckett.ac.uk/examiners/index.htm  in the external examiners appointment section.

IMPORTANT:   An up to date CV MUST be supplied with this proposal.  The form MUST be signed and dated in part 14.

	Title and Full Name
	Professor/Dr/Mr/Mrs/Ms/Miss




Programme Details

	1
	School and Subject Group
	Please give name of School and subject Group.

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


	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course will be delivered.

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

Programme Code(s)
	Please enter the full title of all course(s) and programme code(s) to be examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the Course Approval Form or the approval documents).
Please also include all programme codes relevant to the collaborative /franchise delivery of the course.


	4
	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

	Please complete with Course/Scheme Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  This is a requirement of the QAA Quality Code.


Details of the Proposed Mentor

	5
	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
	This information should be FULLY completed with up to date information and not information from the original proposal form when the mentor was first appointed as an external examiner.

	6
	Preferred Address for Correspondence
	These details are all required for the Leeds Beckett database.  Please ask the proposed mentor for their preferences.

	7
	Preferred Contact Telephone 

Number (s)
	

	8
	Preferred Email Address
	


	9
	Period of Mentorship (usually for one calendar year and should reflect the first year of appointment of the external examiner / subject adviser to be mentored)

e.g. 1st Nov 2014 to 31st Oct 2015
	From: (date / month and year)

To: (date / month and year)




10  Full Name of Examiner / Subject Adviser to be mentored:
	


11  Statement in support of the appointment of the candidate
	(i.e. What makes the candidate suitable for the role?  What evidence suggests this? Has the candidate been informed about the duties and responsibilities that come with the role and associated fees?  Has the candidate agreed to undertake the role of mentor?
PLEASE INCLUDE A STATEMENT CONFIRMING THAT THE PROPOSED MENTOR HAS AGREED TO UNDERTAKE THESE DUTIES.


12. External Examiner appointments held currently and/or over the last 5 years
PLEASE ENSURE THIS INFORMATION IS UP TO DATE AND NOT THAT PROVIDED FROM THE PROPOSAL FORM USED FOR THE ORIGINAL APPOINTMENT OF THE MENTOR AS AN EXTERNAL EXAMINER.
Note to the proposer:  If the appointment will lead to more than two substantial appointments (or equivalent), please provide confirmation in Part 11 that the mentor’s workload will not be excessive. 
	Institution
	Programme of Study and level (i.e. Undergraduate/Postgraduate/sub-degree
	Number of Students
	Dates of Appointment

	Please enter institution(s), course(s) excluding research degrees, student numbers and dates.

All of this information is required to ensure that the nominee will not be over-burdened by the addition of the mentoring duties proposed.  It is advisable that the examiner should not hold more than the equivalent of two substantial external examiner appointments.  


13. Details of Mentorship:
	The mentor will provide support to the mentee by means of a combination of the following:  face-to-face meetings, telephone communications, e-mail or letter.  The mentor will make contact with the mentee as soon as possible following appointment in order to agree a mutually agreeable modus operandi and to discuss any matter relating to the duties of the external examiner that either the external or mentor consider appropriate.

The mentor will offer guidance on the role of the examiner/adviser in:

(i) approval of examination papers and providing comment on other forms of assessment

(ii) sampling of students’ work

(iii) providing advice to the Exam Boards
(iv) presentation of a formal annual report.

The mentor will also work alongside the mentee to ensure the proper process of assessment has taken place in terms of confirmation of standards and justice to the students.

The mentor will provide a report to the university at the conclusion of the mentorship period (a template is available on the University’s External Examiner web page).  Fees for mentorship will not be paid if the report is not submitted.


NB:  When completing this form please always ensure that boxes 14 and 15 are together but on a new page.

14. 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
	If this form is not signed and dated prior to submission to the QAS team it will not be presented for approval.


	Date
	


15. Authorisation on behalf of Academic Board
	Name
	Dominic Ramsden 


	Position
	Quality Manager – Quality Assurance Services 


	Signed
	

	Date
	


QUALITY ASSURANCE SERVICES

Mentor Fee Form

School:

Collaborative Partner Name:

Course Title(s):

Programme Code(s):

School Budget Code:

	
	Amount

	Mentor
	£150

	
	

	Date
	


Ex Ex 4 Upgrade to Chief Examiner Proposal Form 

This form should be used to propose an upgrade to Chief Examiner.  This form should be word-processed and all boxes completed.  Please write N/A or None where appropriate – do not leave blank boxes.

Please see the process for completion guidelines for additional assistance - these are available on the QAS web site.  www.leedsbeckett.ac.uk/examiners/index.htm
IMPORTANT:   An up to date curriculum vitae MUST be supplied with this proposal.  This form MUST be signed and dated in part 16.

	Title and Full Name


	Professor/Dr/Mr/Mrs/Ms/Miss




Details of Programme of Study Currently Examined

	1
	School and Subject Group
	Please give name of School and Subject Group.

	2
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course will be delivered.

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

Programme Code(s)
	Please enter the full title of all course(s) and programme code(s) to be examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the SPA/New Course Approval Form  or the approval documents).
Please also include all programme codes relevant to the collaborative /franchise delivery of the course.

	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

	Please complete with Course/Scheme Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  This is a requirement of the QAA Quality Code.


	5
	Period of Current Tenure (normally for 4 years)
	From: (Date / Month and year)

To: (Date / Month and year)
If you are unsure of these dates please ask your Quality Assurance and Governance Team for details.


6 Period of tenure for duties at Chief Examiner
	This date should not exceed the current expiry date of the examiner’s tenure in box 5
	From: (Date/ Month and Year)
	To: (Date / 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
	Full name of previous Chief External Examiner

	8
	Place of Work
	Institution at which they worked

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

To: (Date / Month and year)

Your Quality Assurance and Governance Team should be able to provide this information.


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?
PLEASE INCLUDE A STATEMENT CONFIRMING THAT THE EXTERNAL HAS AGREED TO UNDERTAKE THE ROLE OF CHIEF EXTERNAL EXAMINER.


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

	It is important that this part is FULLY completed in order that the Chief External is aware of the current examining team and from whom they should expect to receive an annual report.


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
	This information should be FULLY completed with up to date information and not information from the original proposal form when the chief external was first appointed as an external examiner.


	13
	Preferred address for correspondence
	These details are all required for the Leeds Beckett database.  Please ask the proposed chief external for their preferences.
THIS INFORMATION WILL BE USED FOR ALL COMMUNICATIONS

	14
	Preferred contact telephone 

Number (s)
	

	15
	Preferred contact Email address
	


16 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
	If this form is not signed and dated prior to submission to the QAS team it will not be presented for approval.


	Date
	


17 Authorisation on behalf of Academic Board

	Name
	Dominic Ramsden 


	Position
	Quality Manager – Quality Assurance Services 


	Signed
	

	Date
	


Duties of a Chief External Examiner

Circumstances of Appointment

A chief external examiner should normally  be appointed from within a team of approved external examiners where there is more than one external examiner.  An inexperienced or new external examiner should not normally be appointed as a chief examiner. If you are wanting to propose a new Examiner as Chief please speak to QAS first. 
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 consistent threshold academic standards, appropriate in light of UK national expectations, are 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.

QUALITY ASSURANCE SERVICES

Upgrade to Chief External Examiner Fee Form

School:  

Collaborative Partner Name:

Course Title(s):

Programme Code(s):

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
	


Ex Ex 5 Extension of Tenure Proposal Form

APPLICATION FOR APPROVAL OF AN EXTENSION OF TENURE FOR AN EXTERNAL EXAMINER */ SUBJECT ADVISER *  *Please delete as appropriate
This form should be used to propose extensions of tenure 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 QAS web site.  www.leedsbeckett.ac.uk/examiners/index.htm 
IMPORTANT:   An up to date curriculum vitae MUST be supplied with this proposal.  The form MUST be signed and dated in part 14
	Title and Full Name


	Professor/Dr/Mr/Mrs/Ms/Miss




Details of Programme of Study Currently Examined

	1
	School and Subject Group
	Please give name of School and Subject Group.

	2
	Name of Collaborative/Franchise Institution(s) at which the award(s) is delivered (if appropriate)
	Please also indicate the name(s) of the collaborating /franchise partner institute(s) where the course will be delivered.

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

Programme Code(s)
	Please enter the full title of all course(s) and programme code(s) to be examined and the numbers of students on each course (if a new award please state anticipated numbers of students – this information should be available from the Course Approval form or the approval documents).
Please also include all programme codes relevant to the collaborative /franchise delivery of the course.

	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

	Please complete with Course/Scheme Title; Module ID (subject and course no) module level and module title; Numbers of students on each module.  If there are large numbers of modules please attach as a separate sheet.  Please DO NOT write “all modules associated with the course”, the full details of each module MUST be listed.  This is a requirement of the QAA Quality Code.


	5
	Current period of tenure (normally for 4 years)
	From: (Day / Month and year)

To: (Day / Month and year)

Normally 1st Nov to 31st Oct.
If you are unsure of these dates please ask your Quality Assurance and Governance Team for details.


6  External Examiner appointments held currently and/or over the last 5 years (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 EXTERNAL

Note to proposer:  If this extension of tenure will lead to more than two concurrent substantial examiner appointments (or equivalent), please provide confirmation in part 34 that the examiner’s workload will not be excessive.

	Institution
	Programme of Study
	Number of Students
	Dates of Appointment

	Please enter institution(s), course(s) excluding research degrees, student numbers and dates.

All of this information is required to ensure that the nominee will not be over-burdened by the extension of tenure duties proposed.  It is advisable that the examiner should not hold more than the equivalent of two substantial external examiner appointments.  


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

	It is important that this part is FULLY completed in order that any conflict of interest is avoided.  More than one examiner from the same institution in a team of external examiners, except in a complex scheme involving a very large number of discrete subject areas would be unacceptable.  


8  Dates for the Extension of Tenure
	Date of Proposed Extension (month and year) – normally only for 1 academic year e.g. 1st November to 31st October.   If requesting dates outside of this norm please give a full explanation in box 9.

	From:

(Date /Month and Year)
	To:

(Date/ Month and Year)


9  Statement in support of the extension of tenure of the examiner

	Please note that an extension of tenure for external examiners is only permitted in EXCEPTIONAL CIRCUMSTANCES for example whilst a course is running out.

(i.e. Why is the extension of tenure being requested?  Has the candidate agreed to the extension of tenure?
PLEASE INCLUDE A STATEMENT CONFIRMING THAT THE EXTERNAL HAS AGREED TO THIS EXTENSION OF TENURE.


Details of the Examiner/Subject Adviser

	10
	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
	This information should be FULLY completed with up to date information and not information from the original proposal form when the external was first appointed as an external examiner.

	11
	Preferred address for correspondence
	These details are all required for the Leeds Beckett database.  Please ask the external for their preferences.  Please obtain up to date information and not that used on the initial proposal form.
THIS INFORMATION WILL BE USED FOR ALL COMMUNICATIONS

	12
	Preferred contact telephone number
	

	13
	Preferred contact Email Address
	


14 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
	If this form is not signed and dated prior to submission to the QAS team it will not be presented for approval.


	Date
	


16 Authorisation on behalf of Academic Board

	Name
	Dominic Ramsden 


	Position
	Quality Manager – Quality Assurance Services 


	Signed
	

	Date
	


	External Examining at Leeds Beckett University  External Examiner / External Subject Adviser (please delete as appropriate)

	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 Module Boards/Progression and Award 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 Committees or 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 Boards attended.

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

External Examiner/Subject Adviser Annual Fee Form

School:  

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
	


Guidance on immigration requirements and document checking 
UK Visa and Immigration requirements
When an external examiner attends the university they will have been asked to bring with them a document or documents from the List of documents which show a person’s entitlement to work in the UK.  In the case that they are not attending the University they will be asked to send in their Original documents for checking. Checks are usually Undertaken by members of Quality Assurance Services for External Examiners.  An online Immigration Document Checking module is available for self-enrolment via People Development Online. 

Checks 
You must check that the documents are genuine, that the person presenting them is the prospective external examiner, the rightful holder and allowed to do the type of work you are offering. You must check: 

· photographs and dates of birth are consistent across documents and with the person’s appearance in order to detect impersonation; 

· expiry dates for permission to be in the UK have not passed; 

· any work restrictions to determine if they are allowed to do the type of work on offer; 

· the documents are genuine, have not been tampered with and belong to the holder; and 

· the reasons for any different names across documents (e.g. marriage certificate, divorce decree, deed poll). Supporting documents should also be photocopied and a copy retained. 
Face to Face Checks 
•
Cannot be used for Biometric Residence Permits (BRP) after 5 April 2022.  From 6 April 2022 right to work checks for BRPs must be undertaken using share codes on the Home Office online tool (see below )

•
Check the appearance of the person against the photograph and that the document appears genuine. 

•
Wording to be added to the copy document “the date on which this right to work check was made [insert date]”, plus signature and name of person undertaking the check.

Biometric Residence Permits eVisa or EU settled status
· https://www.gov.uk/prove-right-to-work  (candidate to generate share code)

· https://www.gov.uk/view-right-to-work  (employer to confirm right to work)

· Save a copy of the ‘profile’ page confirming the individual’s right to work.  This page should be generated on the day that the video call is undertaken (as it confirms the date of the right to work check).

Photocopies 
You must make a clear copy of each document and retain: 

· Passports: any page with the document expiry date, nationality, date of birth, signature, leave expiry date, biometric details and photograph, and any page containing information indicating the holder has an entitlement to enter or remain in the UK and undertake the work in question. 

The administrator should sign and date the copies. The date may be written on the document copy as follows: ‘the date on which this right to work check was made: [insert date]’. Copies of the successful candidate’s documentation should be placed on the individual’s personal file. 

Croatian nationals 
Croatian nationals need permission to work before commencing employment. As the prospective employer we would need to issue a Tier 2 certificate of sponsorship (see “Candidates from non EEA Countries and Certificates of Sponsorship” section below). 

Candidates from non EEA Countries and Certificates of Sponsorship 
Where candidates indicate that they do not have permission to work in the UK, it is likely that an application under Tier 2 of the points based immigration system will be required. Alternatively, it may be possible for the person to apply themselves under Tier 1 of the points based system. 

It is important to note that it is ourselves, as the prospective employer who must apply for the Tier 2 certificate of sponsorship, not the foreign national. Furthermore, the certificate of sponsorship is related to a specific job and so a certificate of sponsorship related to another job (either within our University or externally) would not suffice. 

To successfully obtain a Tier 2 (general) certificate of sponsorship, we need to meet the Home Office requirements, including evidence of advertising for a minimum of 4 weeks and requirements in relation to skill and salary level of the vacancy. Please contact Human Resources for advice where the potential need for a Tier 2 certificate of sponsorship arises. 

Lists of documents which show a person’s entitlement to work in the UK

The requirements of the Asylum, Immigration and Nationality Act (2006) include that at the time of recruitment an employer must be able to demonstrate that the person appointed has permission to work in the UK.

For this reason, as advised in the letter inviting you to interview, all external candidates for a post at our University must produce one of the documents, or combination of documents, described in List A or List B.  Please scan a copy of your document(s) to HR Services team (HRServicesteam@leedsbeckett.ac.uk ).  Following interview, a full Right to Work check will be arranged for the successful candidate.

If you are an EEA or Swiss citizen granted status under the EU Settlement Scheme (EUSS) or hold a Biometric Residence Permit (BRP), please inform HR Services (HRServicesteam@leedsbeckett.ac.uk).  An online Right to Work Check with share codes will be required if you are selected as the successful candidate.

List A

1.
A passport (current or expired) showing the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.

2.
A passport or passport card (in either case, whether current or expired) showing that the holder is an Irish citizen.

3.
A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.

4.
A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

5.
A current Immigration Status Document issued by the Home Office to the holder 
with an endorsement indicating that the named person is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK, together with an official 
document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

6.
A birth or adoption certificate issued in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by government agency or previous employer.

7.
A birth or adoption certificate issued in the Channel Islands, the Isle of Man, or Ireland together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.

8.
A certificate of registration or naturalisation as a British Citizen together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.

List B

Group 1 – Documents where a time-limited statutory excuse lasts until the expiry date of date of permission to enter or permission to stay.

1. 
A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question.

2. 
A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.

3.
A current Immigration Status Document containing a photograph issued by the 
Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.

Group 2 – Documents where a time-limited statutory excuse lasts for 6 months

1. 
A document issued by the Home Office showing that the holder has made an 
application for leave to enter or remain under Appendix EU to the immigration rules 
(known as the EU Settlement Scheme) on or before 30 June 2021 together with a 
Positive Verification Notice from the 
Home OfficeEmployer Checking Service.

2.
A Certificate of Application (digital or non-digital) issued by the Home Office 
showing that the holder has made an application for leave to enter or remain under 
Appendix EU to the immigration rules (known as the EU Settlement Scheme), on or 
after 1 July 2021, together with a Positive Verification Notice from the Home Office 
Employer Checking Service.

3.
A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man showing 
that the holder has made an application for leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008, or Appendix EU to the Isle of Man Immigration Rules together with a Positive 
Verification Notice from the Home Office
Employer Checking Service.

4.  
An Application Registration Card issued by the Home Office stating that the holder 
is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service.

5. 
A Positive Verification Notice issued by the Home Office Employer Checking 
Service to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in question.

Further information can be found at: https://www.gov.uk/government/organisations/uk-visas-and-immigration
Example Moderated Sample for External Examiners
(the School can use their own form if they feel this is better suited to their needs) 

	Module Title:

No of Students:

	Academic Year: 
	Semester: 
	Level: 
	School: 



	Course title:

Course Programme Code: 
	Assessment (inc. weighting %): 



	Module Leader:
 
	Internal examiner(s): 



	Hand-in date: 
	Feedback date and method: 



	How has standardisation/ moderation taken place: 

Were any changes made to the marks in the light of moderation? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If so, what? 


	MODULE SAMPLE
	

	Student Name/ID
	Mark
	External Examiners Comments

	Top
  
	
	Note: The square root of the number of students studying the module is the basis of the sample size ideally no less than 6 and no more than 15.

e.g. 36 students – send 6 samples - 100 students – send 10 samples.

	Top
  
	
	Note: When selecting the sample please do so around classification boundaries where possible e.g. 38 and 42.  Where a module has components, a sample is required for each component.

	Middle  
	
	

	Middle  
	
	

	Bottom 
	
	

	Bottom 
	
	


	External Examiner comments (if required please flag any issues of concern at the Exam Boards:-

External Examiner:                                     Signature:                                      Date:


	Checklist of documents to be included with this sheet

	Module Handbook
 FORMCHECKBOX 

Assessment/exam
 FORMCHECKBOX 

Marking Scheme
 FORMCHECKBOX 

	Module mark sheet including stats         FORMCHECKBOX 

Sample of work for external examiner
 FORMCHECKBOX 

Copies of any general feedback sheets
 FORMCHECKBOX 



Process for the termination of the tenure of an external examiner
There are circumstances where the tenure of an external examiner can be terminated for failure by the external examiner to fulfil his/her obligations or if a conflict of interest arises which cannot be satisfactorily resolved.

In particular, the failure to attend examination boards (where attendance is required) without making alternative arrangements, the failure to submit reports, or the provision of incomplete reports might be appropriate grounds for early termination.

Should early termination be requested by a course team for non-engagement by the external examiner the course director (or nominee) should discuss the issues with the appropriate Dean of School and prepare a report of no more than one A4 sheet of paper, outlining the instances when non engagement has taken place in chronological order and giving precise details of the non-engagement.  This report should then be sent to Quality Assurance Services (QAFP team).

When the report is received by QAS a letter will be drafted to send to the external and the letter will include the report from the Course Director (or nominee). The letter will be sent to the external and copied to the appropriate colleagues in the school, including the course director (or nominee) The external examiner will be given a period of 10 working days to respond to the letter from QAS.

Should the examiner not respond within the 10 working days their tenure will be deemed to have ended and a new external examiner should be sought by the Course director (or nominee)
If the external examiner provides a response to the letter from the Dean of Quality then a meeting may be arranged between the Dean of School, the external examiner and the Course Director (or nominee) to further discuss the issues raised in the response.  Following this part of the process and dependant on the outcome of the meeting the examiner may remain in post or their tenure may be terminated.

Documentation Checklist
This list below may be helpful to you in terms of ensuring the types of documentation/information to be sent to external examiners when they commence their relationship with the school/course director (or nominee) and may be used to form discussions after the boards with Examiners. 
	Course Materials

	
	Yes
	No
	N/A

	a.
	Course Handbook(s)?
	
	
	

	b.
	Academic Regulations including any Professional Statutory Body requirements where appropriate (these may be included the Course Handbook)?
	
	
	

	c.
	Module specifications (these may be in the Course Handbook)?
	
	
	

	d.
	Assessment briefs/marking criteria?
	
	
	


	Draft examination papers

	
	Yes
	No
	N/A

	a.
	(i) Did you receive all the draft papers?
	
	
	

	
	(ii) If not, was this at your request?
	
	
	

	b.
	(i) Was the nature and level of the questions appropriate?
	
	
	

	
	(ii)
	If not, were suitable arrangements made to consider your comments?
	
	
	

	c.
	Were suitable arrangements made to consider your comments?
	
	
	


	Draft coursework

	
	Yes
	No
	N/A

	a.
	(i) Did you receive all the draft coursework?
	
	
	

	
	(ii) If not, was this at your request?
	
	
	

	b.
	(i) Was the nature and level of the coursework appropriate?
	
	
	

	
	(ii)
	If not, were suitable arrangements made to consider your comments?
	
	
	

	c.
	Were suitable arrangements made to consider your comments?
	
	
	


	Marking Examination Scripts

	
	Yes
	No
	N/A

	a.
	(i)    Did you receive a sufficient number of scripts from both home and (if appropriate) collaborative / franchise partner students?
	
	
	

	
	(ii)
	If you did not receive all the scripts, was the method of selection satisfactory?
	
	
	

	Recommended sample sizes at Leeds Beckett University are as follows:

a) Samples should be determined by a square root of cohort size, no smaller than 6, no larger than 15.  However it should be borne in mind that not all work is assessed in a way that makes a square root sample possible and allowance should be made.  For example in subjects such as the performing arts where there may be a requirement for an external to come and view a performance instead, or to visit the exhibition of art work.

b) Samples to include all classification categories, and it is helpful to concentrate around the boundaries to include some fails.

c) Samples to consist of internally moderated work, clearly evidencing the moderation process.

	b.
	Was the general standard and consistency of marking appropriate?
	
	
	

	c.
	Were the scripts marked in such a way to enable you to see the reasons for the award of given marks?
	
	
	


	Dissertations/project reports

	
	Yes
	No
	N/A

	a.
	Was the choice of subjects for dissertations appropriate?
	
	
	

	b.
	Was the method and standard of assessment appropriate?
	
	
	


	Coursework/continuously assessed work

	
	Yes
	No
	N/A

	a.
	Was sufficient coursework made available to you for assessment from both home and (if appropriate) collaborative / franchise partner students?
	
	
	

	b.
	Was the method and general standard of marking and consistency satisfactory?
	
	
	


	Orals/performances/recitals/appropriate professional placements

	
	Yes
	No
	N/A

	a.
	Were suitable arrangements made for you to conduct orals and/or moderate performances/recitals/appropriate professional placements?
	
	
	


	Module Boards/ Progression and Award Boards

	
	Yes
	No
	N/A

	a.
	Were you able to attend the meetings?
	
	
	

	b.
	Were the meetings conducted to your satisfaction?
	
	
	

	c.
	Were you satisfied with the recommendations of the Module Boards/Progression and Award Boards
	
	
	


At the earliest opportunity the Course team identifies the requirement for an External Examiner following new course approval, the approaching end of tenure or the resignation of an existing External Examiner.





Course Director (or equivalent) identifies and approaches potential new External Examiner to discuss the role, responsibilities and fees.








Course Director (or equivalent), in conjunction with proposed External, completes a proposal form


Dean of School authorises proposal


Form is submitted to QAS for institutional approval with CV and fee form


A Mentor must be appointed for proposed External Examiners who have no prior experience of such a role (mentors would normally be the retiring External Examiner or member of the current examining team – candidates who have not been a recent External Examiner for the University will not be considered). Mentors should be approached by the Course Director (or equivalent) and agree to undertake the role.  Mentor proposal form is submitted to QAS.


Specialist Externals may be appointed for modules delivered collaboratively i.e. Hong Kong Tax Law. 





Proposal is scrutinised by QAS and is either sent back to the School contact for amendments and then re-submitted to QAS, or is endorsed by QAS Scrutiny Group.





Outcomes will be disseminated from QAS following approval.  The School will then contact the External Examiner to establish the specific requirements of the role.


Approved External Examiners are sent a contract and appointment pack, by QAS, confirming their appointment, usually within two weeks.











�   UK Quality Code for Higher Education, Chapter B7 – External Examining – Indicator 5
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