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Introduction 
 
External Examiners Handbook 
 
This handbook is intended to give general guidance to External Examiners, External Subject Advisers 
and Mentors on their roles and responsibilities, together with an outline of our University’s framework 
for the assessment of students.  Our University management and committee structures can be viewed 
on our web pages www.leedsbeckett.ac.uk as can our academic calendars. 
 
In addition to this handbook, all External Examiners/External Subject Advisers should receive 
appropriate documentation from their Course team.  Please see Appendix 1. 
 
The full contents of this handbook, the Academic Regulations and External Examiner Report Forms are 
available via Quality Assurance Services’ External Examiners web page 
www.leedsbeckett.ac.uk/examiners/  and you are encouraged to engage with this resource as 
required for definitive and up to date versions of all documentation and resources required to support 
you in your role. 
 
On behalf of our University, I thank you for taking forward this pivotal role in the maintenance of 
threshold academic standards and the enhancement of academic quality at Leeds Beckett University. 
 
Lee Jones  

 

Director, Quality  

 

  

http://www.leedsbeckett.ac.uk/
http://www.leedsbeckett.ac.uk/examiners/
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1 The Structure of the University 
 

1.1 Structure of Academic Provision 
 

Each higher education student is registered for an award of the University. 
 

Each course of the University is located in a particular School and consists of a set of modules, 
which together make valid programmes of study for the available awards.  Schools own specific 
modules.  A module may form part of many programmes of study and is not necessarily solely 
for awards in one School. 

 
In some subjects our University has the option for undergraduate combined awards, which 
involves equal combinations of two subjects from more than one School.  Courses can also 
combine modules from more than one School, for example where a language is an option. 

 
The usual undergraduate course structure is of three levels, each made up of 120 credit points, 
usually delivered through six 20 credit point modules with an extended study module at level 
Six.  Usually, taught masters degrees total 180 credit points, with modules comprised of 20 
credits or multiples thereof. 

 

1.2 Academic Quality 
 

While overseen by Quality Assurance Services, the management of quality assurance and 

enhancement is largely devolved to the Schools.   Schools work within the regulatory framework 

provided by the University’s Academic Regulations and the regulations of Professional Statutory 

or Regulatory Bodies, where applicable. 

 

1.3 Appointment of External Examiners and External Subject Advisers 
 

For each course the University appoints one or more External Examiner(s).  If there are two or 
more working as a team, one of these may be designated as a chief External Examiner.  For 
some complex awards, specialist External Subject Advisers are appointed who are effectively 
responsible to a designated External Examiner.  External Subject Advisers do not normally 
attend meetings of Progression and Award Boards (see section 8 of this document for 
attendance requirements). 

 

1.4 Termination of Contract 
 

Your contract may be terminated early by a minimum of one month’s notice on either side. 
 

Early Cessation of Contract 
 

In certain circumstances it may be necessary for your appointment to cease before the 
completion of your approved period of tenure.  Examples of reasons for the early cessation of 
your appointment may include: 

 

• your resignation 

• changes in course structure, whereby an Examiner is no longer required 

• non-fulfilment of your duties, such as non-submission of your annual report 
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• unprofessional conduct by yourself 

• breakdown in the relationship between yourself and the staff team or 

• other cause which may disadvantage students 
 

If such early cessation is thought necessary, the appropriate university procedure would be 
invoked whereby you would be written to by the Director, Quality outlining the reasons for the 
early cessation and you would then be given an opportunity to respond to the issues raised 
within 10 working days.  Should no response be received your tenure would cease.  If, however 
you responded to the issues then a meeting may be arranged between yourself, the Course 
Director and the Director Quality to discuss the issues in more detail. 

 
Temporary Cessation of Appointment 
 
You may also request to temporarily cease your appointment, for example due to illness or 
maternity leave, and another suitable External Examiner will then be asked to temporarily take 
on your duties to cover the period of absence.  If this request to undertake additional duties by 
another Examiner is not possible then you would be asked to resign, and a new Examiner would 
be appointed.  A request for temporary cessation of appointment must be made to the Dean of 
School. 
 
Resignation 
 
Your resignation should be made in writing addressed to the appropriate Dean of School.  
However, in the case of your resignation late in the assessment cycle, the University may 
request that you perform some or all of your duties. 

2 Employers Right to Work Checks  
 

Home Office Guidance  

 

In August 2017, the Home Office revised its guidance for employers on Right to Work checks. 

The guidance emphasises the duty of all employers, regardless of size or sector, to prevent the 

employment of illegal workers. This requirement applies to the appointment of External 

Examiners. Whilst we have implemented right to work checks for a number of years we have 

recently reviewed our approach and will adopt more robust processes to undertake ‘right to 

work checks’ in future.  

 

The University must obtain original documents from either List A or List B of acceptable 

documents which are detailed below.  The University will check the validity of the documents 

in the presence of the holder.  

Please note this applies to ALL External Examiners and we thank you in advance for your 

assistance in this matter. 

Further information on the Employers Guide to Right to Work checks can be found at the link  

here  

 

List A 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1014298/2021.08.31_Employers_Guide.pdf
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1. A passport (current or expired) showing the holder, or a person named in the passport as the 

child of 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 (current or expired) showing that the holder is a national of the 

Republic of Ireland. 

3. A current document issued by the Home Office to a family member of an EEA or  Swiss 

citizen, and which indicates that the holder is permitted to stay in the United Kingdom indefinitely. 

4. 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 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. 

5. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home 

Office to the holder indicating that the person named is allowed to stay  indefinitely in the UK or has 

no time limit on their stay in the UK. 

6. 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. 

7. 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. 

8. 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. 

9. 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. 

10. 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 leave 

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 current Biometric Immigration Document (Biometric Residence Permit) issued by the Home 

Office to the holder which indicates that the named person can currently stay in the UK and is allowed 

to do the work in question. 
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3. A current document issued by the Home Office to a family member of an EEA or  Swiss 

citizen, and which indicates that the holder is permitted to stay in the United Kingdom for a time 

limited period and to do the type of work in question. 

4. 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 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. 

5. A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey, which has been 

verified as valid by the Home Office Employer Checking Service, showing that the holder has made an 

application for leave to enter or remain under Appendix EU to the Jersey Immigration Rules or 

Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008, on or before 30 June 2021. 

6. A frontier worker permit issued under regulation 8 of the Citizens' Rights (Frontier Workers) 

(EU Exit) Regulations 2020. 

7.  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 on or before 30 June 2021 

together with a Positive Verification Notice from the Home Office Employer Checking Service. 

2. A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey showing that the 

holder has made an application for leave to enter or remain under Appendix EU to the Jersey 

Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 on or before 

30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking 

Service. 

3.   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. 

4.  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 
 
The reference to ‘EEA citizens’ means EU, EEA and Swiss citizens, unless otherwise stated. 

https://www.gov.uk/government/organisations/uk-visas-and-immigration
https://www.gov.uk/government/organisations/uk-visas-and-immigration
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The UK has left the European Union (EU) and the Immigration and Social Security Coordination (EU 

Withdrawal) Act 2020 ended free movement law in the UK on 31 December 2020. There followed a 

grace period of six-months during which relevant aspects of free movement law were saved to allow 

eligible EEA citizens and their family members resident in the UK by 31 December 2020 to apply to the 

EUSS. This period ended on 30 June 2021. 

Right to work checks for EEA citizens from 1 July 2021 

From 1 July 2021, EEA citizens and their family members require immigration status in the UK. They 

can no longer rely on an EEA passport or national identity card, which only confirms their nationality, 

to prove their right to work. They are required to provide evidence of lawful immigration status in 

the UK, in the same way as other foreign nationals.  

Irish citizens 

Irish citizens continue to have unrestricted access to work in the UK. From 1 July 2021,they can 

prove their right to work using their Irish passport or Irish passport card, or their Irish birth or 

adoption certificate 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. Irish 

citizens can also apply for a frontier worker permit, this permit can be issued digitally or as a physical 

permit, so they may choose to prove their right to work using the Home Office online right to work 

service or present their physical permit if they have one. 

How EEA citizens will prove their right to work from 1 July 2021 

EEA citizens granted status under the EU Settlement Scheme (EUSS) 38 From 1 July 2021, the 

majority of EEA citizens will prove their right to work using the Home Office online right to work 

service. Those who have made a successful application to the EUSS will have been provided with an 

eVisa and can only prove their right to work using Home Office online service ‘prove your right to 

work to an employer’ available on GOV.UK: https://www.gov.uk/prove-right-to-work 

To prove their right to work from 1 July 2021, individuals must  provide us with a share code and 

their date of birth which will enable us to check Home Office immigration status via the online 

service available on GOV.UK :https://www.gov.uk/view-right-to-work. 

If an EEA citizen has been granted ‘Settled Status’ by the Home Office, they will have a continuous 

right to work, in the same way as someone with Indefinite Leave to Enter / Remain status.  

If an EEA citizen has been granted ‘Pre-Settled Status’ by the Home Office, they will have a time-

limited right to work and you must carry out a follow-up check. The Home Office online service will 

advise when a follow-up check must be carried out. 

 

3 External Examiners 
 

3.1  External Examiners’ Duties 
 

The primary role of External Examiners is to ensure that students are assessed fairly in relation to 

other students on the Course and to all students across the University and nationally.  Full details of 

External Examiners’ responsibilities can be found in the University’s Academic Regulations.  An 

External Examiner may be appointed at Course, Module or Chief Examiner level.  

https://www.gov.uk/prove-right-to-work
https://www.gov.uk/view-right-to-work
https://www.leedsbeckett.ac.uk/our-university/public-information/academic-regulations/
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Requirements for attendance at Progression and Award / Module Board are detailed in section 8 of 

this document.  

Chief Examiners - are assigned specific duties, relevant to their courses and modules to which they 

have been appointed and provide an additional role of oversight across a number of courses and/or 

modules. The role of a Chief External Examiner is to: 

 

• Provide impartial, independent feedback on the setting, maintenance, and consistency of 
threshold academic standards (in accordance with the Framework for Higher Education 
Qualifications, Subject Benchmark and Characteristic Statements and the requirements of 
any PSRB or funding body) for the awards to which appointed.  

• Provide feedback on students’ opportunities to achieve standards above the threshold as 
reasonably comparable with those achieved in other UK, HE providers. 

• Attend and participate in all progression and award boards for the awards to which 

appointed and module Boards (if applicable).  

• Receive and consider reports provided by course/module examiners, as relevant, and 

provide an oversight report of the evaluated feedback of shared matters, to the progression 

and award board.  

• Approve coursework assessments and examinations. 

• Participate in decisions about recommendations for award(s) and student progression within 

a course in accordance with University assessment regulations. 

• Sample modules of a course or groups of modules, appropriate to subject or professional 

expertise.  External Examiners should never be used as “third markers” but only as samplers 

of previously internally marked work (Modules may be shared and contribute to an award 

for which the External Examiner is not responsible.).  

• Participate in decisions about changes in the assessment regulations for a course and the 

approval of new modules and/or modifications to existing modules of a course, which may 

affect applicants and/or students. 

• Submit an annual report to be submitted within four weeks of the date of the progression 

and award board.  

 

The Course Director will facilitate the provision of relevant and timely information to the Chief External 

Examiner to support their role. 

 

Course Examiners –are appointed to course(s) and modules associated with the course(s) and 

assigned specific duties, to: 

 

• Provide impartial, independent feedback on the setting, maintenance, and consistency of 
threshold academic standards (in accordance with the Framework for Higher Education 
Qualifications, Subject Benchmark and Characteristic Statements and the requirements of 
any PSRB or funding body) for the awards to which appointed.  

• Provide feedback on students’ opportunities to achieve standards above the threshold as 
reasonably comparable with those achieved in other UK, HE providers. 

• Attend progression and award boards for the awards with which they are associated and at 

module boards (if applicable).  Attendance at a minimum of one is required in each academic 

year. 

• Approve coursework assessments and examinations. 



8 
 

• Participate in decisions about recommendations for award(s) and student progression within 

a course in accordance with University assessment regulations. 

• Sample modules of a course or groups of modules, appropriate to their subject or 

professional expertise.  The modules may also contribute to an award for which the External 

Examiner is not responsible.  External Examiners should never be used as “third markers” 

but only as samplers of previously internally marked work. 

• Participate in decisions about changes in the assessment regulations for a course and the 

approval of new modules and/or modifications to existing modules of a course which may 

affect applicants and/or students. 

• Submit of an annual report to be submitted within four weeks of the date of the board. 

Where there is a team of Examiners and a Chief Examiner has been appointed the examiners 

in the team should also submit their report to the Chief External.    

 

 

Module Examiner – are appointed to specific modules according to their subject expertise and are 

assigned duties, to: 

 

• Provide impartial, independent feedback on the setting, maintenance, and consistency of 
threshold academic standards (in accordance with the Framework for Higher Education 
Qualifications, Subject Benchmark and Characteristic Statements and the requirements of 
any PSRB or funding body) for the module(s) to which appointed.  

• Provide feedback on students’ opportunities to achieve standards above the threshold as 
reasonably comparable with those achieved in other UK, HE providers. 

• Attend module boards for the modules with which they are associated.  Attendance at a 

minimum of one is required in each academic year. 

• Approve coursework assessments and examinations. 

• Sample modules of a course or groups of modules, appropriate to their subject or 

professional expertise.  External Examiners should never be used as “third markers” but only 

as samplers of previously internally marked work. 

• Participate in decisions regarding the approval of new modules and/or modifications to 

existing modules of a course which may affect applicants and/or students. 

• Submit an annual report within four weeks of the date of the main board. Where relevant, 

Module examiners should also submit their report to the Chief External Examiner for the 

award with which they are associated as soon as possible.  

 

Additionally: 

 

• Following a student appeal where the Appeal Panel proposes the recommendation of an 

award of the University above the level of Certificate of Higher Education, or that an 

amendment be made to the classification of a Bachelor degree with honours, or that the 

designation of Merit/Distinction be given in respect of a Masters or other award, this may 

only be done after consultation with the External Examiner for the course/programme of 

study, or the Chief External Examiner where there are several Examiners.  The written 

consent of the External Examiner is required for the above.  This may be by verbal agreement 

followed by written confirmation. 
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4 External Subject Advisers 
 

Full details of External Examiners’ responsibilities can be found in section 14.3.6 of the 

University’s Academic Regulations.  Please find Section 14 at the link here . 

4.1 Role 
 

On a limited number of courses External Subject Advisers are appointed to provide subject 

expertise assistance to the External Examiners.  External Subject Advisers may, for example, be 

appointed to assist with some practically based courses or for specific language awards. 

 

4.2 Selection and appointment 
 

The selection and appointment of External Subject Advisers follows the same procedures as for 
External Examiners. 

 

4.3 Duties 
 

The duties of External Subject Advisers are fewer than those of External Examiners and do not 

normally include participation in meetings of Progression and Award Boards (see section 8 of 

this document).  An individual schedule of duties and expectations should be agreed with the 

course team. 

5 Mentors 
 

The following guidelines are intended to act as an aide-memoire for those involved in the 

Mentoring process. 

5.1 Guidelines for Mentors 
 

Where an External Examiner has no previous external examining experience, but meets all 

other appointment criteria, a Mentor will be appointed. This is in addition to the on-line 

induction sessions organised by Quality Assurance Services and support of the Course Team 

(see section 9 of this document). 

 

Initial requirements 

 

1) Identification by the School of a current experienced External Examiner in the appropriate 

area to act as ‘Mentor’.  This would usually be the outgoing External Examiner, if there is 

one, or another external examiner, familiar with the role at Leeds Beckett University. 

 

2) Discussion of the respective roles and responsibilities of the Mentor and the new External 

Examiner by telephone or other correspondence between them. 

 

3) Provision of information to assist the new External Examiner, including documentation from 

the School regarding the course(s) and local procedures, and agreement of a schedule of 

activities. 

https://www.leedsbeckett.ac.uk/-/media/files/our-university/academic-regulations/14-external-examiners/ar14_external_examiners_and_advisers.pdf
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5.2 The role of the Mentor 
 

The Mentor should be both proactive and reactive: 

 

Proactive 

 

Anticipate likely/obvious areas where the new External Examiner will need assistance and put 

arrangements in place to address these; 

 

• plan ahead and identify meetings in the diary as required to support key events. 

• advise on how to approach the University if issues arise. 

 

Reactive 

 

• be on hand to act as an information source and a guide/link to more specialist support. 

• quickly step in to support and assist if required. 

 

5.3 The role of the External Examiner 
 

The new External Examiner has a responsibility to: 

 

• access written material on systems and processes where these are readily available (e.g., 

University’s External Examiner website www.leedsbeckett.ac.uk/examiners/), rather than 

placing over-reliance on the Mentor. 

• be proactive in seeking assistance and support from the Mentor. 

 

If you are a Mentor or mentee and require further details, please contact Quality Assurance 

Services on 0113 8125125 or e-mail to ExternalExaminers@leedsbeckett.ac.uk 

 

6 Assessment of Students 
 

6.1 Assessment  
 

All courses have to conform in full to the University’s Academic Regulations unless variation has 

been specifically sought and allowed, for example where a professional or statutory body has 

different progression and award requirements.  Each course is subject to both the University 

regulations and any regulations specific to that course. 

 

Assessment is always in relation to the objectives and learning outcomes of a particular award, 

as identified in course documentation.  The Assessment Process Overview is shown in Appendix 

2 and a brief guide to the assessment regulations is shown in Appendix 3. 

 

6.2 Internal Examiners 
 

http://www.leedsbeckett.ac.uk/examiners/
mailto:ExternalExaminers@leedsbeckett.ac.uk


11 
 

Assessment is carried out by internal Examiners, using methods which are explicit, valid, and 

reliable and allow them to assess students fairly. 

 

6.3 Academic Judgement 
 

Both course and University regulations limit discretion in academic judgement.  In interpreting 

the regulations, the use of the words may or cannot are important.  Course teams may have 

further limited this discretion by including in regulations, for example, students having to pass 

pre-requisite modules in order to proceed to the next level.  This cannot be overturned by a 

Progression and Award Board or Module Board. 

 

Students also need to understand that: 

 

• assessment of their work is a matter of judgment, not simply of computation. 

• marks, grades, and percentages are not absolute values, but symbols used by Examiners. 

• the academic judgements of Examiners cannot in themselves be questioned or overturned. 

 

6.4 The role of External Examiners in assessment 
 

It is not the job of an External Examiner to consider the full set of assessment for an individual 

student, nor a specific assessment for a full cohort, that is the job of internal Examiners.  

External Examiners sample the assessment of a cohort on a module on the basis of a suitable 

sample of work provided by the course team.  Details of recommended sample sizes are outline 

in Appendix 7.  Examiners assure the University of the standard of assessment outcomes i.e., 

that for each module appropriate assessment has been set and subsequently marked and 

internally moderated to the proper standard for the level and award.  External Examiners should 

not act as third markers. 

 

External Examiners further ensure that there is fairness and justice in the consideration of each 

student’s profile of achievement.  This relates to the proper application of the University’s 

Regulations for progression and classification for award. This consideration can only happen 

subsequent to the cohort outcomes being moderated, sampled, and finally agreed. 

 

6.5 Possible decisions open to Progression and Award Boards and Module Boards 
 

A schedule of possible decisions in relation to individual students’ progression between levels 

and receipt of an award is provided in section 4.3 of the University’s Academic Regulations.  

Please see Section 4 at the link here .  

 

7 Progression and Award Boards and Module Boards 
 

More information on Progression and Award Boards and Module Boards, specifically related to 

attendance, can be found in Section 8 of this document.  An example of the non-attendance 

form is included at Appendix 8. 

 

https://www.leedsbeckett.ac.uk/-/media/files/our-university/academic-regulations/4-progression-awards/ar4_progression_and_award.pdf
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7.1 Progression and Award Boards 
 

For each course there is at least one Progression and Award Board meeting each academic year.  

The normal pattern is an end-of-year or ‘summer’ meeting, with the likelihood of a 

‘reassessment’ meeting in September.  Boards may meet at other times of the year to suit the 

assessment pattern of particular courses. Depending on the modular structure of each course 

there may also be one or more associated Module Board(s).  An External Examiner who is part 

of a team of Examiners may not be required to attend the relevant Progression and Award 

Board meeting and it should be identified by the course team which Examiners are expected to 

attend which Boards.  Chief External Examiners are expected to attend the relevant Progression 

and Award Board meeting 

 

7.2 Module Boards 
 

Where there are large numbers of students on a course, where modules are shared widely 

across programmes of study or where there is a diverse range of subjects, each with its own 

specialist External Examiner, the Progression and Award Board may decide to establish one or 

more Module Board(s).  These have powers which include the determination of the standard of 

student module assessment outcomes (marks).  Normally all External Examiners must attend 

the Module Board(s) for the course to which they are appointed. 

 

7.3 Reassessment 
 

The Progression and Award Board may reconvene to oversee the outcome of the reassessment 

of students (normally in September), in which case it also fulfils the functions of a Module Board 

in the same meeting.  The Progression and Award Board has to determine the arrangements by 

which the External Examiner(s) may be associated with the decision in the event of the 

Reconvened Board making a recommendation for an award of the University in the absence of 

the External Examiner(s).  Such ‘association’ may be by oral agreement via the telephone or 

other media followed by written confirmation from the External Examiner. 

 

7.4 Reconvened boards  
 

A Reconvened Board will be held to consider outstanding matters associated with progression 

or award decisions where a quick resolution is required and there is no upcoming Progression 

and Award Board scheduled in an appropriate timeframe. Reconvened Boards held for this 

purpose may take place at various levels of aggregation dependant on operational 

requirements. The membership of a Reconvened Board is consistent with the membership for 

Progression and Award Boards and may proceed with a single external examiner in 

attendance. Reconvened Boards must be conducted in accordance with University guidance. 
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Full details of the constitution and conduct of Progression and Award Boards, Module Boards 

and reconvened boards can be found in section 6.3 of the University’s Academic Regulations.  

Please see Section 6  at the link here  

 

8 Extenuating Circumstances and Mitigation 
 

 

8.1 Introduction 
 

Progression and Award Boards and Module Boards are sometimes faced with difficult decisions 

in relation to the circumstances of students and a balance has to be drawn between standards, 

equity, and fairness.  The University’s regulations for mitigation, where the normal outcome is 

a deferral, aim to provide consistency across the University.  Extenuating circumstances are 

given full consideration at a Mitigation Panel (at which External Examiners are not present) held 

prior to the Module Board or Progression and Award Board meeting.  A report will be made to 

the relevant Board to inform student outcomes and where necessary, particularly serious cases 

may be discussed with the External Examiner for transparency of decision making and in the 

interests of the student. Full details regarding extenuating circumstances and mitigation can be 

found in section 8 of the University’s Academic Regulations. This section can be found  at the 

link here.  

 

An overview of the process is provided at Appendix 5 together with an overview of the 

Academic Integrity (Cheating, Plagiarism and Other Forms of Unfair Practice) process at 

Appendix 6  

 

The University Extenuating Circumstances and Mitigation regulations are based on the principle 

of fit to sit/submit.  The principle asserts that students who undertake an assessment declare 

themselves fit to take that assessment; any claim for extenuating circumstances in relation to 

that assessment will not, normally, be considered.  Where a student has not declared 

themselves fit to sit/submit and has not completed a request for mitigation the respective 

assessment(s) will normally be recorded as non-submission(s). 

 

8.2 Assessment of performance 
 

In the first instance, the students’ work must always be assessed in relation to the assessment 

criteria and on its merits.  Any mitigation must be seen to operate after the assessment of the 

standard of the piece of work has taken place. 

 

The mitigation is taken into account in making a judgement about whether illness or some other 

circumstance has affected the ability of the student to reach the required standard.  Staff should 

be aware of any assessment contracts agreed with the student in relation to disability. 

 

8.3 Double counting in mitigation 
 

Mitigation should only be taken into account once.  This principle is easier to establish for formal 

examinations than for assignments.  However, if mitigation has been taken into account in 

https://www.leedsbeckett.ac.uk/-/media/files/our-university/academic-regulations/6-progression-award-boards-module-boards/ar6_progression_and_award_boards_and_module_boards.pdf
https://www.leedsbeckett.ac.uk/-/media/files/our-university/academic-regulations/8-extenuating-and-mit-circs/ar8_ext_circumstances_and_mitigation.pdf
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granting an extension, then the Progression and Award Board – through the outcomes of the 

Mitigation Panel – needs to consider whether the nature of the mitigation is such to lead them 

to reconsider it. 

 

8.4 Establishment and operation of Mitigation Panels 
 

Mitigation Panels are established at School or Subject level to consider extenuating 

circumstances presented to Progression and Award Boards.  They are designed to provide for 

consistency and fairness across a range of provision within a School/Academic Unit.  

Consistency across the University is facilitated by the inclusion on the panel of a senior member 

of staff from another School. 

 

8.5 Responsibility for notifying the Panel 
 

It is the responsibility of the student, and not a member of staff or a course or year tutor, to 

submit a request for mitigation in the appropriate manner.  Discussing their problems with a 

member of staff does not constitute the student informing the Panel of mitigation, although a 

student may call upon a staff member to support his/her claim for mitigation.  The claim for 

mitigation must be in writing, with supporting evidence from the student and presented to the 

Mitigation Panel. 

 

Staff are not permitted to bring extenuating circumstances to Mitigation Panels or Progression 

and Award Boards without the student’s consent.  It would be a breach of confidence to divulge 

personal circumstances about a student without evidence of their explicit request to do so. 

 

A claim for mitigation submitted to the Progression and Award Board via a Mitigation Panel: 

 

• must be submitted by the student, or in extreme cases a third party of behalf of the student 

and signed. 

• must be supported by evidence. 

• must identify affected modules. 

• cannot be counted twice. 

• must be considered and decided upon by the Panel, with a full record made of the decision 

taken. 

8.6 Mitigation in the form of extensions to coursework deadlines 
 

There are penalties for late submission of coursework for “students who fail to submit 

assessments by the prescribed date without good cause”.  A student must seek an extension to 

the coursework submission date in accordance with the University Regulations, where he or she 

considers that the relevant submission date cannot be complied with, and that he or she has 

valid extenuating circumstances in respect of this. 

 

8.7 Consideration of mitigation at the Progression and Award Board/Module Board 
 

Mitigation Panels consider the extenuating circumstances presented and report to the relevant 

Progression and Award /Module Board(s) on the category of the seriousness of the extenuating 
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circumstances submitted and which assessments were affected for each student concerned.  

The Panel recommends to the Progression and Award / Module Board whether the extenuating 

circumstances should be accepted or not accepted and, where accepted, how serious the 

circumstances are. 

 

The categories of seriousness are: 

 

A  Very severe extenuating circumstances.  Where these are identified, the panel will 

make a recommendation on a course of action to the Progression and Award Board if 

a deferral(s) is not appropriate. 

 

B Serious circumstances sufficient to award a deferral. 

 

Rejected The panel will reject claims which are late, not substantiated by original documentary 

evidence or are not deemed sufficiently serious to warrant deferral. 

 

8.8 Disclosure: nature of the extenuating circumstances 
 

The precise nature of the extenuating circumstances is disclosed to the Mitigation Panel but not 

to the Progression and Award Board.  Exceptionally, where professional body requirements 

dictate, the mitigation is disclosed to the External Examiner, the Course Director and the Chair 

of the Progression and Award Board. 

9 Progression and Award / Module Board Attendance 

Requirements for External Examiners and External Subject 

Advisers 
 

 
Mitigation 
Panel 

 
Not required (Regulation 8.3.13) 
 

Module Board All External Examiners must attend if assessment being considered 
is above Cert HE level (unless Cert HE is the target award).  Any 
absent External Examiners must write a report.  If they are sole 
External Examiner, then another External Examiner may attend in 
their place and seek their written consent after the meeting. 
(Regulations 6.3.4 / 6.3.5 and 6.3.12) 
 

Progression and 
Award Boards 

All Examiners are entitled to attend but, if there is more than one 
Examiner in the team then only one needs to attend (the course 
team and Examiners should agree attendance) and only if 
assessment is above Cert HE (unless Cert HE is the target award). If 
a Chief External Examiner is appointed, they are expected to attend 
the relevant Progression and Award Board meeting. Any absent 
External Examiners must write a report; if they are sole External 
Examiner then another External Examiner may attend in their place 
and seek their written consent after the meeting. (Regulations 
6.3.3/ 6.3.5 / 6.3.10 and 6.3.11 and 6.3.13) 
 



16 
 

External Subject Advisers duties do not require them to attend. 
(Regulation 14.3.1) 
 

Progression and 
Award Boards 
(Reassessment) 

All Examiners entitled to attend but, if more than one, only one 
needs to be associated with the decisions, and only if assessment 
is above Cert HE (unless Cert HE is the target award). (Regulation 
6.3.10). If a Chief External Examiners is appointed, they are 
expected to attend the relevant reconvened Progression and 
Award Board meeting  

Progression and 
Award Boards 
(Reconvened) 

All Examiners entitled to attend but, if more than one, only one 
needs to be associated with the decisions, and only if assessment 
is above Cert HE (unless Cert HE is the target award). (Regulation 
6.3.11). If a Chief External Examiners is appointed, they are 
expected to attend the relevant reconvened Progression and 
Award Board meeting 

 

As part of the University’s continuous internal academic quality audit procedure observers may 

be required to attend a random selection of Progression and Award Board meetings – 

attendance by these non-voting observers has absolutely no bearing on the perceived quality 

of the course or members of the Progression and Award Board. 

 

The university’s assessment regulations can be accessed via the link here. 

 

10 External Examiner Induction  
 

The University offers an on-line induction module and upon your appointment, following your 

receipt of your appointment pack and subsequent return of the Associate Staff Card – 

Application Form, you will receive notification that you have been enrolled as an associate staff 

member and Quality Assurance Services will enrol you onto the on-line module.   

 

The aims of the induction module are to: 

 

• introduce the role and responsibilities of the External Examiner/External Subject Adviser 

• identify the annual processes an External Examiner/External Subject Adviser takes part in 

• examine implications for courses and interaction between Examiners and courses. 

 

At the end of the module participants will be able to: 

 

• have a greater understanding of the role and responsibilities of the External 

Examiner/External Subject Adviser 

• take part in and understand their role in the process of being an External Examiner/External 

Subject Adviser. 

• produce an annual report following the main Progression and Award Board meeting.  

 

The module will examine: 

 

https://www.leedsbeckett.ac.uk/-/media/files/our-university/academic-regulations/3-education-assessment/ar3_education_and_assessment.pdf
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• the Regulatory Framework in identifying the roles and responsibilities of External 

Examiners/External Subject Advisers 

• the annual cycle of academic activity and the relationship with the External 

Examiner/External Subject Adviser – implication and practice 

• developing a relationship between External Examiner/External Subject Adviser and Course 

Director. 

11 External Examiner Reports 
 

External Examiners are required to submit an annual report to the University within FOUR 

WEEKS of the main Progression and Award Board meeting.  External Subject Advisers’ reports 

should be sent to the External Examiner prior to the Progression and Award Board meeting so 

they can be used by the External Examiner.  Mentors are also required, by the terms of their 

appointment, to submit a report to the University at the conclusion of their Mentoring duties. 

 

Where there is a Chief Examiner in place for a course the associated course and module 

reports will be sent to the Examiner in order that they can complete their Chief Examiner 

report.  

 

As an External Examiner/External Subject Adviser we would expect that your report to the 

Progression and Award Board and your annual report will include full and constructive comment 

on the: 

 

• Appropriateness of the standards set for the award(s) and their alignment with the 

Framework for Higher Education Qualifications. 

• Comparability of the standards of student performance and of the awards of our institution 

in respect of similar courses and subjects in other UK institutions with which the Examiner(s) 

was familiar. 

• Integrity, rigour and fairness of assessment and examination procedures. 

• Determination of awards were sound and were fairly conducted. 

• Identification of good practice and provision of advice for the enhancement of modules and 

programmes. 

 

And where applicable 

 

• Assessment of a programme’s approach to ‘fitness to practice’ (professional body 

programmes). 

 

The annual report form consists of two sections, the Summary, and the Main Report.  Please 

note that it is mandatory to complete all sections of the report form. 

 

If you are examining on a collaborative provider or franchised provider award it is essential that 

you identify, within your report, the separate cohorts of students you have examined and from 

which provider. 
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Reports should be submitted online via a personalised URL which will be sent to you around 

May each year of your tenure. You will be sent a receipt for your report once it has been 

submitted. 

 

Please do not return External Examiners Reports to Schools or Academic Units.  
They MUST be returned through the online URL sent to you within four weeks of 

the Progression and Award Board meeting.  Failure to do so will result in late 
payment of fees and may result in termination of your tenure as an External 

Examiner of the University. 

 

External Examiners should expect to receive a response to their reports from the Course 

Director within 30 working days and will be notified by Quality Assurance Services of the date 

by which they should expect to receive a response to their report. (please note the 30 

Working days does not include days in August when many Academic Staff take annual leave). 

External Examiners’ reports will be available to staff and students and should therefore not 

refer to any individuals by name.  Reports are also considered by Schools as part of their annual 

review cycle. 

12 Fees and Expenses 
 

Your examining fees will be paid automatically following the submission of your annual report 

and completion of induction and the Right to Work Check, for new External Examiners.  The 

payroll run is processed on a monthly basis and is paid on or about 26th of each month.  It is 

important that you provide us with a completed personal details form (which will be sent to you 

on your appointment) in order that we then have details of the bank account into which your 

fees and expenses will be paid.  All fees are subject to income tax, which is usually deducted at 

source. 

 

Any reasonable expenses incurred during your duties will be paid and should be claimed no 

later than one month after the main Progression and Award Board meeting has taken place.  

Your completed expenses claim form (with all receipts) should be forwarded to the School 

contact identified to you in the receipt for your report.  It would be advisable to keep a copy of 

the completed, signed form and any associated receipts prior to submitting them to us in the 

event that they should become lost in the postal system.  The claim form for your expenses can 

be downloaded from the following web page: 

https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-

examiners/ 

 

It is important that you inform us of any changes in your e-mail contact details, your address or 

your bank account details, and an example of a personal details form and a change of details 

form are included at Appendix 9.  Please also ensure that you inform us if you change your 

employer or change your employment status, i.e., retirement.  It is also important that you 

inform us of any changes in your other External Examining duties elsewhere in order that we 

can ensure that you would not be over-burdened by your examining duties here. 

 

In order to avoid paying excessive tax, please also ensure that you complete a New Starter Check 

List and return this to us.  The New Starter Check List will be sent to you with your appointment 

https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-examiners/
https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-examiners/
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information from Quality Assurance Services and is also available on our website 

https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-

examiners/ 

 

 

Current fees for examining duties are as follows: 

 

External Examiner £400 per annum 

External Adviser  £270 per annum 

Mentor   £150 per annum 

Chief Examiner  £400 plus £70 per annum 

 

Normally, the School will contact you direct about the dates when you are expected to attend 

the University and should discuss with you your requirements for any overnight 

accommodation you may require.  Second class rail fare plus any other reasonable public 

transport fares may be claimed as expenses.  At the discretion of the University, taxi fares may 

be claimed where the use of public transport is inappropriate because of time constraints or 

other factors.  If you plan to use your own car for travel related to your duties, you must first 

complete an Insurance Declaration.  You can then claim a mileage allowance of 40p per mile, 

for each complete return journey.  These forms are available by following the link 

www.leedsbeckett.ac.uk/examiners/  

 

Subsistence – for the consumption of food whilst travelling on University business is as 

follows: 

 

The breakfast rate applies to meals taken before 11:30 £6.50 maximum per day 

The lunch rate applies between 11:30 and 18:00  £9.50 maximum per day 

The dinner rate applies to meals taken after 18:00  £15.00 maximum per day 

Accommodation (maximum per night) 

 

London     £120 

Elsewhere   £85 

Staying with friends/relatives £50 – you must provide the hosts name and address 

 

Receipts must be provided for all expenditure incurred, whether it be for meals or other items. 

 

If you require overnight accommodation, please contact a member of the student 

administration team responsible for your course, who should be able to arrange this for you. 

 

All receipts for subsistence expenses incurred on the visit need to be attached to the expenses 

claim form.  If receipts are not submitted with the claim form, then the expenses may not be 

paid. 

 

If you require any further details on expenses claims, please contact the student administration 

team responsible for your course. 

https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-examiners/
https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-examiners/
http://www.leedsbeckett.ac.uk/examiners/
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12 Where to find out more 
 

QAA External Expertise  

Accessible from the QAA Website: https://www.qaa.ac.uk/quality-code/advice-and-

guidance/external-expertise 

 

Advance HE - A Handbook for External Examining 

https://www.advance-he.ac.uk/knowledge-hub/external-examining 

 

Leeds Beckett University Website 

General information about the University can be accessed at www.leedsbeckett.ac.uk 

 

Leeds Beckett University External Examiners Website 

These pages can be accessed at https://www.leedsbeckett.ac.uk/staffsite/services/quality-

assurance-services/external-examiners/ 

 

Course Enquiries 

Queries about examining arrangements for specific courses should be addressed to the 

relevant Course Director. 

 

Leeds Beckett University Quality Assurance Services 

If you have any queries or require more information about any aspect of External Examining, 

please contact Quality Assurance Services: 

 

Quality Assurance Services 

 

Telephone: 0113 8125125 

E-mail:  ExternalExaminers@leedsbeckett.ac.uk  

 

FEEDBACK 
We are constantly striving to improve our support of External Examiners and all 

our publications in general.  We would therefore welcome feedback on the 
content, structure, and style of this publication and of our External Examiner 
Web Pages.  Please address this to Quality Assurance Services via e-mail to 

ExternalExaminers@leedsbeckett.ac.uk  
 

 

 

13 Data Protection Statement 
 

Leeds Beckett University’s colleague privacy notice describes how we collect and use personal 

information about you during and after your working relationship with us, in accordance with the 

General Data Protection Regulation (GDPR).  

https://www.qaa.ac.uk/quality-code/advice-and-guidance/external-expertise
https://www.qaa.ac.uk/quality-code/advice-and-guidance/external-expertise
https://www.advance-he.ac.uk/knowledge-hub/external-examining
http://www.leedsbeckett.ac.uk/
https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-examiners/
https://www.leedsbeckett.ac.uk/staffsite/services/quality-assurance-services/external-examiners/
mailto:ExternalExaminers@leedsbeckett.ac.uk
mailto:ExternalExaminers@leedsbeckett.ac.uk
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The notice can be accessed at: http://www.leedsbeckett.ac.uk/-

/media/files/partners/governance-and-legal-services/compliance-and-legal/data-

protection/lbu-colleague-privacy-notice.pdf  

 It is important that you read and retain this notice, together with any other privacy notice we 

may provide on specific occasions when we are collecting or processing personal information 

about you, so that you are aware of how and why we are using such information and what your 

rights are under the data protection legislation. 

Data will be kept for the duration of your appointment plus a further period of six years.  

Please see Appendix 10 for further details of how we collect and use information relating to our 

External Examiners  

 

14 Travel 
   

Maps showing directions to and within campuses can be found on the University Web Site at: 

www.leedsbeckett.ac.uk/about-our-university/contact-and-find-us/ 

 

Parking 

There is currently limited parking at our Headingley* campus, and you will need to arrange this 

via your course administrative team or via the Course Director.  There is no parking at the City 

Campus, the best option is the multi-storey car park on Woodhouse Lane. 

 

*Please note that the parking arrangements are subject to change and you should enquire as 

to the latest information when arranging your visit. 

 

  

http://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/compliance-and-legal/data-protection/lbu-colleague-privacy-notice.pdf
http://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/compliance-and-legal/data-protection/lbu-colleague-privacy-notice.pdf
http://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/compliance-and-legal/data-protection/lbu-colleague-privacy-notice.pdf
http://www.leedsbeckett.ac.uk/about-our-university/contact-and-find-us/
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Appendix 1 – Tasks to be undertaken by Course Director 
 

 

Tasks to be undertaken by Course Director (or equivalent) on the appointment of a new 
External Examiner. Some of these tasks may be supported by School Professional Support Staff, 
please discuss with your Academic Services Manager. 

Telephone the External Examiner upon appointment to discuss their role, what is expected of them 
in terms of workload and the number of visits to the university expected of the External Examiner 
and details of the support you will offer. 

Send to the External Examiner – Course and Module handbooks. 

Encourage your Examiner to take our online induction module, if they are new or haven’t already 
accessed this. 

Send to the External Examiner for approval and feedback proposed examination papers, 
coursework and other assessments which count towards an award above the level of Certificate of 
Higher Education, except where the Certificate of Higher Education is the target award. 

Send to the External Examiner – an electronic link to the University’s Academic Regulations 
pertaining to assessment and any specific course regulations (i.e., Professional Body requirements) 

Send – Details of Mitigation Process 

Send – Details of Academic Integrity Process (Cheating and plagiarism and other forms of unfair 
practice) 

Send – Course Team – Responsibilities and full contact information including administrator details 

Tasks to be undertaken – Yearly at the beginning of term 

Send 

• Course/Module Year Planner for Academic Year  

• Date and venues of Progression and Award / Module Boards – remember to update Examiner if 
any changes are made 

• Schedule of Assessment 

Tasks to be undertaken throughout the year 

Send a sample of Coursework for each module being assessed, together with a copy of the 
following: 

• Copy of Assessment Brief or Exam paper 

• A full list of grades showing spread of marks and highlighting work included for viewing 

• Marking cover sheet showing feedback 

• Evidence of internal moderation/second marking (if appropriate) 

• Course/Module/Placement Handbooks 

• Module Evaluations 

External Examiners should feedback and approve: 
The form and content of proposed examination papers, coursework and other assessments which 
count towards an award above the level of Certificate of Higher Education, except where the 
Certificate of Higher Education is the target award. 
In order to: 
Ensure that the assessments are capable of measuring achievements of the intended learning 
outcomes in such a way that External Examiner will be able to judge whether they have fulfilled the 
objectives of the programme and reached the required standard. 

The External Examiner should also be consulted before changes are made to the course, for 
example, any modifications. 

Course Directors will review the External Examiner report and provide a response within 30 working 
days. The report is made available to staff and students and is considered as part of the course 
annual review process. 



23 
 

Appendix 2 – Assessment Process Overview 
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Appendix 3 – Brief guide to assessment regulations 
Requirement 
 

Notes Regulatory References 

To pass a level students need to 
submit for assessment in all their 
module components, obtain an 
overall average mark across all 
modules (or equivalent) of 40% and 
satisfy any PSRB requirements. 

At levels 4,5,6 and 7 students are allowed to have one overall module (standard 20 
credit module or equivalent) mark of 30-39% and still pass the level. 
 
If the course is accredited by a PSRB, the pass requirements may be higher than this, 
e.g. achievement of 40% in all modules. 

4.3.1 – Progression 
Requirements 
4.3.3 – Profile of 
Achievement UG 
4.3.5 Profile of 
Achievement PG 

To pass a module students need to 
achieve an overall mark of 40%, 
having submitted for assessment in 
all components that make up that 
module. 

Students must submit work for all assessments even if they have already achieved 
marks that would give a weighted average of 40% or more for the whole module 
before they have attempted the final assessment. 
 
It doesn’t matter what mark they achieve in each single component; as long as their 
weighted average mark for the module is 40% or above they will pass the module. 

4.3.1 – Requirements for 
Student Progression  
 

For a component to count towards 
completion of a module students 
need to fulfil that component’s 
assessment submission 
requirements. 

A non-submission is not adequate; students must attempt the assessment. 4.3.1 – Requirements for 
Student Progression 

An opportunity for reassessment is 
only available where students have 
failed a module overall. 

If students have passed a module overall, it doesn’t matter for how many components 
within it they may have achieved a mark of less than 40%; they cannot be reassessed 
in them.  This is because there is an academic principle that reassessment may only 
be used for the recovery of failure (at module level), not to attempt to improve an 
existing mark (whether for a component or for a module overall). 

4.3.6 – Reassessment for 
Progression and Award 
Eligibility 

Students are required to undertake 
reassessment only when their 
overall mark for a module is less 
than 30%. 

Reassessment need only be in the component(s) of a module for which students have 
achieved a mark of less than 40%.  Students will then retain the marks of 40% and 
above achieved in the other components.  All reassessment is at component level. 

4.3.6 – Reassessment for 
Progression and Award 
Eligibility 
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Requirement Notes Regulatory References 

If students enrol to complete part of 
a pre-final level, they retain the 
credit for any modules they have 
already passed. 

If students achieve 50% or more of the credit points for level 4 or level 5 but don’t 
have enough credits to progress to the next level, they may choose to enrol in part-
time mode to complete the level by retaking their failed modules. 
 
If students do this they carry forward the credit (and therefore marks) for the 
successfully completed modules that they do not need to retake. 

4.3.8 – Completion of Level 

If students repeat a pre-final level 
with attendance, they lose the 
credit for any modules they have 
already passed. 

If students largely submit for assessment but achieve less than 50% of the credit 
points required for progression from level 4 or level 5 they normally have an 
opportunity to repeat with attendance the full programme of study for that level. 
 
If students do this, they cannot carry forward any credit (and therefore marks) for 
successfully completed modules.  Students start afresh with a blank sheet. 

4.3.8 – Unable to Progress 

If students repeat their final level 
with attendance (due to having 
achieved less than 50% of the credit 
points required for an award), they 
retain the credit for any modules 
they have already passed. 

Unlike the situation with a pre-final level, if students repeat any final level work that 
they have failed they do carry forward the credit and marks for any successfully 
completed. 

4.3.9 – Opportunity for 
Repeat Study  

Students who do not achieve the 
requirements for an award at the 
final level may repeat work failed at 
the final level in order to achieve an 
award of the University. 

As above students will retain the credit and marks for any successfully completed 
modules. 
 
Students may repeat failed modules once only. 
 
A student repeating the final level may not take a substitute for a core module nor 
can a student demand to repeat a module which is no longer current. 
 
A student repeating the final level will be assessed as if for the first time in previously 
failed modules, and the work will be eligible to be awarded the full range of marks 
available. 

4.3.9 – Repeat of Final Level 
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Appendix 4 – Appeals Process 
 

Please see Section 9 of the University Academic Regulations for further details 

 

Informal Resolution Process  
 
Where it has been found that valid grounds for appeal do exist, Our University’s Governance and Legal 
Services department will seek to determine whether the case may be resolved informally without the need 
to convene an appeal hearing. For example, in cases of computational error.  
 
Informal resolution will be sought at appropriate points in the process, including, but not exclusively 
following, Initial Consideration, Review of initial decision, Final consideration and upon compilation of the 
School Response. 
  
The Dean or their nominee will be the point of contact for all matters relating to Informal Resolution within 
each School.  
 
Where a student is not satisfied with any proposed informal resolution, the formal appeals process will be 

reinstated. The outcome will be notified to the student within 20 working days from the date of the rejection 

of the informal resolution. 
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Formal Resolution Process  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Decision of Progression and Award Board or Module Board 

Student dissatisfied and request for an appeal hearing submitted: 

• Within 15 working days 

• Identification of grounds for appeal 

• Evidence provided or identified 

 

Request for an appeal 

hearing granted 

Request for an appeal 

hearing rejected 

Review stage within 10 

working days of 

notification 
Appeal hearing arranged 

• Student submission sent to School (or 
College) (except for grounds of previous 
non-disclosure of extenuating 
circumstances) 

• School (or College) response to student 

Appeal Hearing 

Consideration of Request by Governance and Legal Services  

• Initial consideration 

• Review or 

• Final Consideration 

Appeal upheld Appeal rejected 

Remedy determined, with further 

consultations with (if appropriate): 

• Chair of Progression & Award 

Board 

• Professional Body 

• External Examiner 

End of Process 

Student 

and 

School 

notified 

Reported to: 

Governance 

and Legal 

Services and 

Academic 

Board 

Student entitled 

to seek review 

by OIA 
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Appendix 5 – Extenuating Circumstances and Mitigation 
Please see section 8 of the University’s Academic Regulation for further details 

MITIGATION AT THE POINT OF ASSESSMENT 

 

 

 

 

 

 

 

 

 

 

 

 

EXTENUATING CIRCUMSTANCES PRESENTED TO A PROGRESSION AND AWARD BOARD 
 
1 Student submits extenuating circumstances to School via online form  

• Inability to submit assessed coursework by the required date 

• Absence from an examination or other scheduled assessment 

• Failure to submit assessed coursework 
 
2 School forwards these for consideration by Mitigation Panel 
 
3 Mitigation Panel determines: 
 

Assessments affected 
Category of seriousness: 
 
Category A: Very serious, range of options open to Board. 
Category B: Sufficient to warrant deferral; or 
Rejected: The Panel will reject claims which are late, not substantiated by original documentary 

evidence or are not deemed sufficiently serious to warrant deferral. 
 

4. Outcomes of Mitigation Panel forwarded to: 
 
 Mid academic year: 
  
 Chair of the Progression and Award Board, who informs student: 
 

Category A: Need not resubmit for assessment at this point, remedy determined by Progression 
& Award / Module Board (see below)  

Category B: Reassessment as deferral 

Assessment 

Coursework 

Examination 

Other 

Extension of submission date 

Deferral – take at next 

opportunity 

Deferral – assessment re-

arranged or, if not possible, 

submission circumstances as 

below 
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Rejected: The Panel will reject claims which are late, not substantiated by original documentary 
evidence or are not deemed sufficiently serious to warrant deferral. 

 
End of Academic Year: 
 
Progression and Award Board, which takes the following action: 
 
Category A:  
 
Options: - Permit the student to be assessed in a form agreed by the Board (e.g., viva) 

- Deem the student to have passed the assessment(s)  
- Award a mark 
- Raise a mark, or permit reassessment to raise a mark 
- Offer the relevant award if it is the final stage 

 
 Category B: Reassessment as deferral 
 

Rejected: The Panel will reject claims which are late, not substantiated by original documentary 
evidence or are not deemed sufficiently serious to warrant deferral.  

 
Please note:  This model assumes a standard undergraduate year, and therefore may not fit precisely the 
pattern of some programmes of study.  The decisions of Mitigation Panels and options for Progression and 
Award / Module Boards are the same for all Courses. 
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Appendix 6 – Academic Integrity 

  
Cheating, Plagiarism and Other Forms of Unfair Practice 

 

 
There are four categories of investigation (see below) and investigatory processes are proportionate to the 
suspected breach. All categories of investigation are carried out at School level. 
 

Category Type of Offence Investigatory Process 

Category 1 Poor Academic Practice No formal investigatory process. The 
outcome is determined through the 
standard Marking Process. 

Category 2 Academic Misdemeanor Investigatory Meeting conducted by the 
School Academic Integrity Lead 

Category 3 Academic Misconduct School Academic Misconduct Board 

Category 4 Gross Academic Misconduct School Academic Misconduct Board 

 
 
A flowchart illustrating these processes and available penalties for admitted or found cases can be found 
below.  Definitions of offence types are provided in the Academic Regulations Section 10. 
 
Suspected breaches of academic integrity should be dealt with as speedily as possible, and a Service Standard 
is being developed for investigating suspected cases.   
 

  Key 

AIL = Academic Integrity Lead  

ASM = Academic Services Manager 

AMB = Academic Misconduct Board (Institutional 

Level) 
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Tutor Identifies suspected breach of academic integrity 

Poor Academic Practice 
(Category 1) 

Determined through the 
standard marking process

Includes: 
* Inadequate referencing
* Plagiarism
* Self-Plagiarism

Outcome:

Provision of feedback and 
learning opportunities 
around good academic 
practice

The case is discussed with the AIL 
(School or Subject Level)

The suspected case is:
* categorised and
* the ASM (or nominee) is notified

Academic Misdemeanour 
(Category 2 – Investigatory Meeting) 

Includes, but is not limited to:
* Plagiarism
* Self-Plagiarism
* Repeat instance of poor academic practice
* Work cannot be marked

Academic Misconduct (Category 3 – School Academic 
Misconduct Board) 

Includes, but is not limited  to: 
* Repeat instances of academic misdemeanour 
* Cheating 
* Collusion 

Gross Academic Misconduct (Category 4 – School 
Academic Misconduct Board)

Includes, but is not limited to:
* Contract cheating 
* Falsification of data 
* Cheating

AIL to conduct Investigatory Meeting
Refer to School AMB for Investigation

Refer to School AMB for Investigation
Give Student and School Notice of Meeting

(at least 5 working days) Give Student and School Notice of Interview
(at least 10 working days)

Give Student and School Notice of Interview
(at least 10 working days)

Conduct Meeting Conduct Meeting of School AMB 
Conduct Meeting of School 

AMB

Outcome:
If Found / Admitted 

A mark of zero is attributed to the assessment and the 
case is referred to the Module Board to confirm eligibility 

for re-assessment.

Outcome:

If Found /Admitted – Module failed with no right of re-
assessment

Student has a right to appeal the outcome following the 
Module Board or Progression and Award Board

Outcome:

If Found /Admitted – Level Failed and requirement to 
withdraw from the course/pathway of study

Student has an immediate right to appeal the 
outcome

If eligible for Re-assessment – Cap 40
If not eligible for re -assessment component/module failed in 

accordance with Assessment regulations

Key
AIL = Academic Integrity 

Lead 
ASM = Academic Services 

Manager
AMB = Academic 

Misconduct Board

N.B. In the event of a finding that no offence has occurred at any stage of these processes, the 
documentation associated with the allegation shall be shredded/destroyed immediately after the 

decision is made. 

Academic Integrity Processes

Offer Viva Voce Examination to student (for 
suspected cases of contract cheating only)
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Appendix 7 – Expected Documentation Available During Each Year of 

Tenure 
 

Course Materials 

a. Course Handbooks 

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

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

d. Assessment briefs/marking criteria 

 

Draft examination papers 

 

Draft coursework 

 

Marking Examination Scripts 

A sufficient number of scripts from both home and (if appropriate) collaborative partner students 

Recommended sample sizes at Leeds Beckett University are as follows: 
 
a) Sample sizes 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 Examiner 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. 

 

Dissertation/project reports 

 

Coursework/continuously assessed work 

 

Orals/performances/recitals/appropriate professional placements 
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Appendix 8 – External Examiner Non-Attendance Form 
 

LEEDS BECKETT UNIVERSITY 

(Delete as appropriate) 

 

College or Franchise Provider…………………………………………………………………………………………………………………………… 

 

School:  ………………………………………………………………………………………………………………………………………………. 

 

Subject Area: ………………………………………………………………………………………………………………………………………………. 

 

Progression and Award Board/Module Board 

 

Course Title:  ………………………………………………………………………………………………………………………….. 

 

Level:   ………………………………………………………………………………………………………………………….. 

 

Date of meeting: ………………………………………………………………………………………………………………………….. 

 

Comments (if applicable): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I confirm that I was unable to attend the meeting above.  I have been consulted on and support the 

recommendations made. 

 

Signed:   …………………………………………………………………………………………………………………………………. 

 

Print Name:  …………………………………………………………………………………………………………………………………. 

 

Date:   ………………………………………………………………………………………………………………………………… 
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Appendix 9 – Personal Details and Change of Details Forms 

External Examiner Personal Details Form 

Please complete this form and return to us. The form will be securely retained by our Human Resources 
department. 
 

Title First Name(s) Surname 
   

Full Address and Postcode 
 

National Insurance Number          
 

Date of Birth (DD/MM/YY)       

*Payments cannot proceed without a National Insurance Number, D.O.B or Bank details 

Gender (please indicate by circling the correct option) Female Male Unspecified 
 

Bank Details 

Account Payee Name  

Bank/ Building Society Sort Code       
 

Bank/ Building Society Account Number         

Building Society Roll Number  
 

Ethnic Origin 

Please tick the box that best describes your ethnic origin 

11 White-British  33 Asian or Asian British – Bangladeshi  

12 White-Irish  34 Chinese  

19 Other White Background  39 Other Asian Background  

21 Black or Black British – Caribbean  41 Mixed White and Black Caribbean  

22 Black or Black British – African  42 Mixed White and Black African  

29 Other black background  43 Mixed White and Asian  

31 Asian or Asian British – Indian  49 Other Mixed Background  

32 Asian or Asian British – Pakistani  80 Other Mixed Background  
 

The Disability Discrimination Act defines disability as a mental or physical impairment, which has substantial 
and long term adverse effect on a person’s ability to carry out normal day to day activities. Based on this 
definition, do you consider yourself to have a disability? 

Yes No If yes please indicate nature of disability  
 

Under the General Data Protection Regulation (GDPR) information relating to racial or ethnic origin and health is classified 

as ‘sensitive personal data’. The University uses this data for internal statistical analysis of the staff profile to monitor the 

achievement of the University’s aim to ‘employ staff from the whole community’. The University is also required to 

disclose this data to the Higher Education Statistics Agency (HESA) for the analysis of Higher Education staff statistics and to 

enable them to carry out statutory functions as applicable. I confirm that I give explicit consent for the University to process 

the above personal data in accordance with the Data Protection legislation for the purpose stated. 
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CHANGE OF EXTERNAL EXAMINER’S PERSONAL DETAILS FORM 
 

Name:  

External 

Examiner/Adviser/Mentor 

for: 

 

Date change notified:  

 

Please note the following change(s) in personal details (complete as appropriate) 

New Title/Name:  

New Correspondence 

Address: 

 

 

New Telephone No:  

Personal/Work 

Please delete as appropriate  

 

New Fax No:  

New Email address: 

Personal/Work 

Please delete as appropriate 

 

New Workplace address: 

 

 

 

New Position Held:  

 
After completion, please return this form to: 
 
Quality Assurance Services 
Email: ExternalExaminers@leedsbeckett.ac.uk  

 
 

 

 

 

 

 

mailto:ExternalExaminers@leedsbeckett.ac.uk
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Appendix 10 – Data Protection – How information is collected and used  
THE KIND OF INFORMATION WE HOLD ABOUT YOU     

 Personal data, or personal information, means any information about an individual from which that person 

can be identified. It does not include data where the identity has been removed (anonymous data).  

There are “special categories” of more sensitive personal data which require a higher level of protection, such 

as information about a person’s health or sexual orientation.   

 As a University we will collect, store, and use the following categories of personal information about External 

Examiners  as denoted with a Y below  

Personal contact details such as name, title, addresses, telephone numbers, and 
personal email addresses. 

Y 

Date of birth. Y 

Gender. Y 

Emergency contact information.  

National Insurance number. Y 

Bank account details, payroll records and tax status information.  

Salary, annual leave, pension and benefits information.  

Start date and, if different, the date of your continuous employment. Y 

 Leaving date and your reason for leaving.  Y  

Location of employment or workplace.  Y 

Driving licence and insurance details where you are required to drive on university 
business.  

Y 

Recruitment information (including copies of right to work documentation, 
references and other information included in a CV or cover letter or as part of the 
application process). 

Y 

Employment records (including job titles, job descriptions, work history, working 
hours, holiday and absence records, training records and professional 
memberships).  

Y – Job titles 
and work 
history 

Performance information.  

Disciplinary and grievance information.  

As part of our day-to-day measures to protect our university community we also 
collect CCTV footage and other location and engagement information obtained 
through electronic means such as swipe card records.  

 

Information about your use of our information and communications systems.  Y 

Photographs.  Y  

Results of HMRC employment status check, details of your interest in and 
connection with the intermediary through which your services are supplied.  

 
 

Information about criminal convictions and offences.   

 

Most of this information is stored in our HR systems. However, some of the information such as CCTV footage 

and photographs is held in other University systems. 

 We may also collect, store and use the following “special categories” of more sensitive personal information 

as denoted with a Y below  

 • Information about your race or ethnicity, religion or belief and your sexual identify. Y 

 • Trade union membership.  
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 • Information about your health, including any medical condition, health and sickness 
records, including:  

 

• details of any absences (other than holidays) from work including time on statutory 
parental leave and sick leave; and  

 

• where you leave employment and the reason for leaving is related to your health, 
information about that condition needed for pensions and permanent health 
insurance purposes.   

 

 

 HOW IS YOUR PERSONAL INFORMATION COLLECTED?     

 We collect personal information about employees, workers and contractors through the application, 

recruitment and onboarding process, either directly from candidates or sometimes from an employment 

agency or background check provider.  

We may sometimes collect additional information from third parties including former employers, the 

Disclosure & Barring Service (DBS) and the Home Office.    

We will collect additional personal information in the course of job-related activities throughout the period of 

you working for us. Much of the information that we collect can be checked and updated by you through our 

employee self-service system.    

 

HOW WE WILL USE INFORMATION ABOUT YOU   

 We will only use your personal information when the law allows us to.  

Most commonly, we will use your personal information in the following circumstances as denoted with a Y 

below :  

Where we need to perform the contract we have entered into with you.  Y 

Where we need to comply with a legal obligation.  Y 

Where it is necessary for our legitimate interests (or those of a third party) and your 
interests and fundamental rights do not override those interests.  
 

Y 

 

We may also use your personal information in the following situations, which are likely to be rare: 

Where we need to protect your interests (or someone else’s interests).  Y 

Where it is needed in the public interest [or for official purposes].   Y 

 

Situations in which we will use your personal information    

We need all the categories of information in the list above primarily to allow us to perform our contract with 

you [*] and to enable us to comply with legal obligations [**]. 

 In some cases we may use your personal information to pursue legitimate interests of our own or those of 

third parties [***], provided your interests and fundamental rights do not override those interests. The 

situations in which we will process your personal information are listed below. 
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 We have indicated by [asterisks] the purpose or purposes for which we are processing or will process your 

personal information as an External Examiner, as well as indicating which categories of data are involved.   The 

categories that apply are denoted below with a Y.  

*Making a decision about your recruitment or appointment.  Y 

*Determining the terms on which you work for us.  Y 

*Checking you are legally entitled to work in the UK. Y 

**Paying you and, if you are an employee or deemed employee for tax purposes, 
deducting tax and National Insurance contributions (NICs).  

Y 

*Providing a range of staff benefits to you and giving you information about these 
benefits. 

 

**Enrolling you in a pension arrangement in accordance with our contractual and 
statutory automatic enrolment duties. 

 

**Liaising with our pension providers (NEST, Teachers’ Pension Scheme, Universities 
Superannuation Scheme and West Yorkshire Pension Fund), any other provider of 
employee benefits. 

 

*Administering the contract we have entered into with you.  Y 

Business management and planning, including accounting and auditing  

*Conducting performance reviews, managing performance and determining 
performance requirements. 

 

**Making decisions about salary reviews and compensation.   

*Assessing qualifications for a particular job or task, including decisions about 
promotions.  

 

*Gathering evidence for possible grievance or disciplinary hearings.  

*Making decisions about your continued employment or engagement. Y 

*Making arrangements for the termination of our working relationship. Y 

*Education, training and development requirements.   

**Dealing with legal disputes involving you, or other employees, workers and 
contractors, including accidents at work. 

 

*Ascertaining your fitness to work.   

*Managing sickness absence.   

*Complying with health and safety obligations.   

**To prevent fraud. Y 

***To monitor your use of our information and communication systems to ensure 
compliance with our IT policies.  

Y 

*To ensure network and information security, including preventing unauthorised 
access to our computer and electronic communications systems and preventing 
malicious software distribution. 

Y 

*To conduct data analytics studies to review and better understand employment 
trends and information about the profile of our workforce.  

 

*Equal opportunities monitoring.  Y 

 **Production of statistical returns required by certain third-party bodies, such as (but 
not exclusively) the Office for Students and the Higher Education Statistics Agency.  

 

 ***Use of closed circuit television (CCTV) to protect students and employees and 
their belongings and university premises.  

 

 *Administration of university policies, regulations, procedures and codes of practice 
as apply, and as notified, to staff.  

Y 

*Maintaining access to appropriate university systems.  Y 
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Some of the above grounds for processing will overlap and there may be several grounds which justify our use 

of your personal information.    

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


