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SECTION 12. EXTERNAL EXAMINERS 

 

12.1 The Role of the External Examiner 

External Examiners perform an essential role in the management and enhancement of 

academic quality and standards. In accordance with chapter B7 of the UK Quality Code for 

Higher Education, (QAA, December 2011), the University expects external examiners to 

provide informative comment and recommendations upon the extent to which: 

 

the institution is maintaining the threshold academic standards set for its awards in 
accordance with the frameworks for higher education qualifications and applicable 
subject benchmark statements; 

 

the assessment process measures student achievement rigorously and fairly against 
the intended outcomes of the programme(s) and is conducted in line with the 
institution’s policies and regulations; 

 

the academic standards and the achievements of students are comparable with 
those in other UK higher education institutions of which the external examiners have 
experience. 

 

In line with QAA guidance the name, position and institution of the current External Examiner 

must be included within the relevant Programme Handbook. This is for information only and 

under no circumstances are students permitted to independently contact an External 

Examiner; a statement to this effect should be included in the Programme Handbook.  Any 

External Examiner who is independently contacted by a student should inform the 

Programme Leader and AQSS at the earliest possible opportunity.  

Any credit that is awarded by the University must be subject to scrutiny of an external 

examiner. This includes any free standing modules. 

 

External Moderators 

External Moderators are appointed where appropriate to the specific needs of a programme. 

They perform the same duties as an External Examiner but are not responsible for writing an 

annual report. The External Examiner with responsibility for writing the annual report for a 

programme which uses External Moderators is expected to incorporate their views into the 

report. External Moderators are appointed in the same way as External Examiners and an 

External Moderator may be extended to the role of External Examiner by submission of a 

written statement to Academic Quality and Enhancement Committee via the External 

Examiner Approvals Sub-Group. 
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Chief External Examiners 

To each Awards Assessment Board there shall be appointed no less than one Chief External 

Examiner, whose role shall be to oversee the conferment of awards resulting from the 

academic provision which falls within the scope of that Awards Assessment Board. The role 

is concerned with assessment strategies and their operation, and with the fairness and 

equitability of the assessment processes.  

In addition to the criteria stated for External Examiners, the University, in appointing a Chief 

External Examiner, shall have regard to that individual’s ability to take an overview of the 

range of subjects, disciplines and programmes which fall within the remit of the Awards 

Assessment Board, as well as the ability to advise on the application of the regulations 

governing those awards. A Chief External Examiner should also bring relevant experience of 

modular schemes and credit accumulation and transfer. The Chief External Examiner shall 

be a member of the Assessment Review Board (see Section 10 of this Handbook) and shall 

advise the Assessment Review Board in matters relating to assessment decisions following 

successful academic appeals. 

The specific responsibilities of the Chief External Examiner shall be to assist the University 

in ensuring that: 

(a) justice is done to each student submitting for the conferment of an award and that the 

process of student assessment is conducted with rigour and with due regard to best 

practice; 

(b) students have fulfilled the stated objectives in their submission for the conferment of 

the award;  

(c) the standard of the award is consistent with that nationally accepted as appropriate for 

the level of award; 

(d) the academic provision being assessed continues to maintain its academic quality and 

standards.  

 

In the event of a Chief External Examiner unavoidably being prevented from attending an 

Awards Assessment Board meeting that he/she was due to attend, the Chief External 

Examiner should notify the relevant Faculty or AQSS (as appropriate) as soon as possible to 

agree an alternative process.  Faculties should seek approval of the alternative 

arrangements from the Dean of Academic Quality and Enhancement (via AQSS), who will 

grant permission for the Board to proceed. 

 

Collaborative Provision 

External Examiners for programmes delivered in partnership with another organisation are  

subject to all the requirements and procedures stated within this handbook including policies 

relating to appointment. Responsibility for providing programme information and details of 

Module Assessment Board arrangements may be subject to negotiation between the partner 

organisation and the relevant academic department at the University.  
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12.2 Rights and Responsibilities of External Examiners   

Rights 

It is the right of External Examiners to: 

 

(a)  have access to all assessed work which provides evidence of a candidate's ability in 

the modules under consideration; 

(b)  serve as full members of relevant Module or Awards or Progression Assessment 

Boards as appropriate and, in the case of subject Externals, additionally to attend the 

superordinate Awards or Progression Assessment Board; 

(c) to participate in discussions and confirm decisions on module results, or – in the case 

of Chief External Examiners-confirm decisions on awards at the Assessment Board. 

Where there is disagreement over decisions, it is accepted that the view of the External 

Examiner will normally be accepted. The signature of an External Examiner must be 

appended to the final list of recommendations as evidence that s/he accepts and 

confirms the module marks on the Results Schedule; 

(d)  expect that the report submitted to the Dean of Academic Quality and Enhancement 

(on behalf of the Vice-Chancellor, as Chair of the Senate) on the conduct and outcomes 

of the most recent assessment will be considered by the relevant programme team and 

University committee and that a written response to this report be sent to the External 

Examiner for his or her information by the Programme Leader or Chair of the relevant 

committee within six months of the date of submission of the report; 

(e) make direct and separate representations to the Vice-Chancellor of the University of 

Chester as Chair of the Senate, on any matter of serious concern arising from the 

assessments which puts in jeopardy the standard of the award and the fair treatment 

of any individual student; 

(f) request to meet students at least once during the term of office; 

(g) propose the moderation of marks of a module cohort, where this is deemed to be 

justified. An External Examiner must not advise a change of mark of an individual 

student, unless he/she has seen the work of the complete cohort. However, an External 

Examiner may propose changes to individual marks in the fail category without having 

seen the work of the complete cohort, providing he/she has seen all the work in the fail 

categoryAny such proposed changes must be confirmed by the Module Assessment 

Board (further guidance on External Examiners’ role in the changing of marks is 

provided in Section 5 of this Handbook, as Appendix 5G); 

(h)  conduct a viva voce examination of any student to determine difficult or borderline 

cases or to assist in determining whether or not a student is guilty of academic 

malpractice; 

(i) where an external examiner has a serious concern relating to systematic failings with 

the academic standards of a programme or programmes and has exhausted all 

published applicable internal procedures, including the submission of a confidential 

report to the head of the institution, he/she may invoke the QAA’s concerns scheme or 

inform the relevant professional, statutory or regulatory body. 
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Responsibilities 

In the interests of ensuring that there is justice for each student submitting for the conferment 

of the award and that the process of student assessment is conducted with rigour and due 

regard to best practice, the External Examiners shall: 

 

(a) assist in ensuring that the standard of award is consistent with that accepted nationally 

as appropriate for the level of award; 

(b) attend the meetings of the Module and/or Awards and/or Progression Assessment 

Boards at which decisions on module results, or on awards or progression, are made 

and ensure that those decisions have been reached through agreement and in 

accordance with the stated regulations and requirements, as well as the norms of 

practice in higher education and any other issues such as academic irregularities. 

External Examiners are required to observe the confidentiality of all Assessment Board 

proceedings; 

(c) in the event of an External Examiner unavoidably being prevented from attending an 

Assessment Board meeting that he/she was due to attend, the External Examiner 

should notify the relevant Department as soon as possible to agree an alternative 

process.  The Department should seek approval of the alternative arrangements from 

the Dean of Academic Quality and Enhancement (via AQSS), who will grant permission 

for the Board to proceed; 

(d) participate as required in any reviews of decisions about individual students’ awards; 

(e) report to the Senate, by means of annual written reports, on: the academic standards 

set for awards, the comparability of those standards with those of similar programmes 

in other UK higher education institutions and students’ attainment of those standards; 

the delivery of the objectives of the academic provision, the fulfilment of students’ 

assessment outcomes and any recommendations arising from the assessment 

process; the effectiveness and fairness of the assessment procedures themselves; 

(f) be responsible for a designated batch of identified modules and will take responsibility 

for moderating the performance of all students presenting themselves for assessment 

in those modules, irrespective of the programme, pathway or course of study on which 

they are registered;   

(g) moderate impartially and assist in ensuring that justice is done to individual students in 

respect of those modules contributing to an award in accordance with the University of 

Chester criteria; 

(h) moderate and provide comments on component and overall module grades achieved 

by students.  

(i) confirm the award of prior credit for those modules contributing to degree classification; 

(j) review whether in their judgement the assessment process has accorded with the 

University’s regulations and requirements and has been fair; 

(k)  report any suspected instances of academic malpractice to the Chair of the Module 

Assessment Board via the Programme Leader as soon as possible. 
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Sample size 

The sample to be sent to the External Examiner shall be negotiated between the Programme 

Leader/ Departmental Assessment Contact and the External Examiner.  There is no 

maximum or minimum size.  However, other than at Levels 3 and 4, the sample should be 

sufficient to enable the External Examiner to confirm all marks in the Fail category and to see 

a selection from each class, including those at borderlines, in order to be satisfied that each 

student is fairly placed in relation to the rest of the module cohort.  At Level 3 and Level 4, 

an External Examiner is not required to see students’ work other than for the purpose of 

confirming failures.  To this end, the External Examiner should either see all failed work or 

a representative sample from each module, by negotiation. 

 

Volume of work  

The volume of work to be sent to an External Examiner is a matter for negotiation 
with the Programme Leader and/or Departmental Assessment Contact; 
there is no maximum or minimum sample size. 

 

Other duties  

External Examiners should scrutinise and comment in advance upon the assessment tasks, 

in respect of those modules which are within their jurisdiction. This will include; 

 all examination papers; 

 all coursework weighted at 50% or more of module assessment; 

 the opportunity to approve in advance all coursework, if they so request.  

 

It may be appropriate for prior approval of coursework to relate to the general nature thereof, 

rather than to specific questions. 

 

An External Examiner may also act as a curriculum advisor to the Subject Department or 

Programme Team, as requested. The University of Chester procedures for approval of new 

modules or major changes to existing modules on a validated programme require that the 

relevant External Examiner shall be consulted and shall signal her/his consent to the new 

development or major change to existing module(s).  

 

12.3 Appointing an External Examiner 

Schedules for the appointment and reappointment of all External Examiners and Chief 

External Examiners are maintained by Academic Quality Support Services. Departments will 

be notified via the Faculty Adminstrator when an appointment needs to be made. Once a 

programme has been validated and approved to run, steps must be taken immediately to 

appoint an External Examiner. If the Programme Team are satisfied that the appointee meets 

the criteria they should complete the relevant nomination form as detailed in this section of 

the handbook. They should also ensure that the nominee is eligible to work in the UK. Any 
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conflicts of interest which arise after an external examiner has been appointed must be 

brought to the attention of AQSS. 

Appointments are normally for four years and are renewed on an annual basis. To enable 

effective continuity in programmes requiring more than one External Examiner, it is 

permissible to appoint External Examiners for a shorter term initially with an extension to a 

full, four year, term available on request. 

For further criteria relating specifically to the appointment of Chief External Examiners see 

the section entitled Chief External Examiners on pages 2-3. 

 

The Appointment Process 

Programme Leader submits the appropriate pro-forma for approval to the appropriate Board 

of Studies. They should attach all relevant documentation as detailed in the pro-forma. 

↓ 

If the nomination is approved at the Board of Studies it should then be be submitted 

electronically to the Policy Implementation Officer (External Examiners and Quality Support) 

in Academic Quality Support Services.  

↓ 

The nomination will then be presented to the External Examiner Approvals Sub-Group, 

chaired by the Dean of Academic Quality and Enhancement. The paperwork will be 

considered in detail and a recommendation made regarding the suitability of the nomination.  

↓ 

Following the meeting of Academic Quality and Enhancement Committee the Policy 

Implementation Officer (External Examiners and Quality Support) will contact the relavant 

Faculty Administrator to confirm the outcome of the nomination. 

↓ 

Where a nomination is unsuccessful the academic department is responsible for contacting 

the nominee to advise. 

↓ 

Where a nomination is successful the Policy Implementation Officer (External Examiners and 

Quality Support) will send a letter of appointment to the External Examiner and the relevant 

documentation as detailed in section 12.5.  
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National Criteria for Appointment 

(as set out in chapter B7 of the UK Quality Code for Higher Education) 

 

Person Specification 

Institutions appoint external examiners who can show appropriate evidence of the 

following: 

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

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

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

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

v) sufficient standing, credibility and breadth of experience within the discipline to 
command the respect of academic peers and, where appropriate, professional 
peers 

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

vii) 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) 

viii) meeting applicable criteria set by professional, statutory or regulatory bodies 
ix) awareness of current developments in the design and delivery of relevant 

curricula 
x) competence and experience relating to the enhancement of the student 

learning experience. 

 

Conflicts of Interest 

Institutions do not appoint as external examiners anyone in the following categories or 

circumstances: 

i) a member of a governing body or committee of the appointing institution or one of 
its collaborative partners, or a current employee of the appointing institution or one 
of its collaborative partners  

ii) anyone with a close professional, contractual or personal relationship with a 
member of staff or student involved with the programme of study  

iii) anyone required to assess colleagues who are recruited as students to the 
programme of study 

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

v) anyone significantly involved in recent or current substantive collaborative 
research activities with a member of staff closely involved in the delivery, 
management or assessment of the programme(s) or modules in question 
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vi) former staff or students of the institution unless a period of five years has elapsed 
and all students taught by or with the external examiner have completed their 
programme(s) 

vii) a reciprocal arrangement involving cognate programmes at another institution 
viii) the succession of an external examiner by a colleague from the examiner’s home 

department and institution 
ix) the appointment of more than one external examiner from the same department 

of the same institution. 

Terms of Office 

i) The duration of an external examiner’s appointment will normally be for four years, 
with an exceptional extension of one year to ensure continuity. 

ii) An external examiner may be reappointed in exceptional circumstances but only after 
a period of five years or more has elapsed since their last appointment. 

iii) External examiners normally hold no more than two external examiner appointments 
for taught programmes/modules at any point in time. 

 

General Criteria for Appointment to the University of Chester 

a. An External Examiner shall not be appointed to an Assessment Board if he or she is 
deemed to be ineligible on one or more of the grounds set out in the UK Quality Code 
for Higher Education. 
 

b. It is an expectation that external examiner nominees will normally hold a full-time or 
fractional post within academia or in a related and relevant organisation. 
 

c. Nominees who have already left academia at the time of their nomination should not 
normally be appointed, other than in exceptional circumstances.  Where these 
circumstances exist, programme teams must demonstrate, via the nomination form 
and other documentation where necessary, that the nominee has sufficient 
subject/discipline currency, academic credibility and experience, and must describe to 
the satisfaction of the External Examiner Sub-group why the post cannot suitably be 
filled by an alternative nominee currently engaged within academia. Examiners 
appointed under these criteria must, after a two year period, demonstrate continued 
academic/professional currency and standing to the satisfaction of the External 
Examiner Approvals Sub-group.  Subsequent to this, they should be permitted to 
complete their tenure. 
 

d. Where an Examiner is appointed, and then leaves academia partway through his/her 
term of office, it is acceptable for the Examiner to continue for a further two years. After 
this two year period, if the Programme Team/External Examiner can demonstrate 
continued academic currency to the satisfaction of the External Examiner Approvals 
Sub-group, they should be permitted to complete their tenure. 
 

e. Notwithstanding the above recommendations, it is recognised that there may, in the 
course of an academic year, arise circumstances where the above recommendations 
cannot be fully applied due to exceptional circumstances relating to areas such as, but 
not restricted to; specific professional programme requirements, External Examiner 
resignations/terminations, programme extensions etc. In these cases, a Programme 
Team must, to the satisfaction of the External Examiner Approvals Sub-group, 
describe a clear rationale for any proposed appointment or extension to duties. 

 



 

 

10 

 Quality and Standards Manual 

f. Nominee’s should normally have at least five years experience teaching and assessing 

in higher education.  

g.  Where a high proportion of a nominee’s teaching experience has been acquired as an 

honorary appointment, or similar, departments should specifically detail the nature and 

volume of teaching and assessing actively undertaken.’ 

 

Nomination forms and procedures 

The following criteria indicate which nomination form should be used and situations where a 

nomination form is not required:  

 

Full nomination form (Appendix 12A) 

 For new External Examiner appointments. 

 

 For requests to extend an existing External Examiner’s tenure beyond 4 years. 

 

Abridged nomination form (Appendix 12B) 

 For adding another programme, including a WBIS pathway, to an existing External 
Examiner’s duties; 

 

 For adding modules to an existing External Examiner’s duties if these modules: 

o are at a higher level than those currently examined; 

o lie outside of the department(s) to which the External Examiner’s current 
programme(s) belong; 

o belong to an unrelated programme within the same department. 

 

Module allocation amendment form 

For adding new modules to the programme(s) currently examined, if they do not exceed 
the level of the External Examiner’s current duties and are within the same subject area(s) 
as the External Examiner’s current programmes. 
 
For adding existing modules to the programme(s) currently examined, if they do not 
exceed the level of the External Examiner’s current duties and are within the same subject 
area(s) as the External Examiner’s current programmes.  
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Letter of continued currency 

In situations that require a review of an Examiner’s continued academic/professional currency 

after two years of their tenure, a letter demonstrating this currency from the External 

Examiner and/or Programme Leader to the External Examiner Approvals Sub-group, in 

addition to an up-to-date CV, will usually be sufficient to extend the Examiner’s tenure for 

another two years. 

 

External moderators 

See the the section entitled External Moderators on page 2 of this handbook for further 

information regarding their appointment. 

 

Procedure for Confirming Eligibility to Work in the UK: UK Border 

Agency Requirements 

 

The University of Chester is committed to equality of opportunity in its recruitment, 

selection and employment practices.  To prevent discrimination the University treats all 

applicants in the same way and verifies the eligibility of all new staff to work in the UK in 

accordance with the procedures detailed below.   

  

Employing a worker who is not eligible to work in the UK is a criminal offence that carries 

substantial financial penalties and can lead to imprisonment.  Nobody should commence 

work at the University until their eligibility to work in the UK has been verified under the 

procedures listed below.   

 

It has been confirmed by Universities UK and the UK Border Agency that they must be 

subject to the same checks to confirm eligibility to work in the UK.  The University would 

be liable for the same penalties if it engaged someone as an External Examiner who was 

not eligible to work in the UK.   

 

The University can engage External Examiners who are UK or EEA nationals, or non-

EEA nationals who have been granted indefinite leave to remain in the UK.  Some 

individuals who have been granted visas through the UK’s Points Based System may be 

eligible to undertake work with specific restrictions but any such cases must be checked 

with HRM Services.   

 

Obtaining Copies of Documentation 

The University requires evidence of an External Examiner’s right to work in the UK before 

any work is undertaken.  Prior to nomination, the relevant academic department will ask 

External Examiners to provide photocopies of appropriate documentation.  This must be 

either: 
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 their passport, residence permit or national identity card, showing that they are 
a British citizen or a national of an EEA (European Economic Area) country, or 
that they are allowed to stay indefinitely in the UK 

or 

 other documents as required by Section 15 of the Immigration, Asylum and 
Nationailty Act 2006. A full list of acceptable documentation can be obtained by 
contacting the Policy Implementation Officer (External Examiners and Quality 
Support) in AQSS. 

 

The photocopies should include:  

 the front cover 

 all the pages which give the potential employee's personal details, including 
photograph and signature 

 if the individual is not a British citizen or EEA national, any visa/endorsement which 
allow the potential employee to do the type of work they have been offered. 

 

The photocopies should be forwarded to AQSS along with other relevant documentation.  
AQSS will be unable to confirm an External Examiner’s appointment without this evidence 
of eligibility to work in the UK. 

 

Verifying the Original Documentation 

When the External Examiner makes their first visit to the University, Heads of Subject (or 

administrators/nominee) in the relevant academic department will need to see and take 

copies of the original documentation as detailed above.  If the External Examiner is 

expected to undertake a significant amount of work before visiting the University, they 

should be asked to send their original documents by courier/secure delivery so that they 

can be verified.  

 

The person taking copies of the original documentation should ensure they are satisfied 

that the External Examiner is the rightful holder of the documents by checking: 

 photographs to ensure that they are consistent with the appearance of the External 
Examiner  

 date of birth to ensure that this is consistent with the person’s appearance 

 expiry dates (passports, visas) to ensure they have not passed. 

 

The photocopies should be signed and dated by the person who has checked the 

documents and forwarded immediately to AQSS who will keep them on file.   

 

If there are any queries regarding documentation or an individual’s eligibility to work in the 

UK, please contact HRM Services for further guidance. 

A copy of all External Examiner’s identity documents will be held by AQSS both in hard 

copy and electronically for a maximum of five years or until the External Examiner has 

completed their term of office with the University. Any copies held by the academic 
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12.4 Discontinuation and non-renewal of appointment 

All External Examiner appointments are subject to annual review.  

The decision not to renew an appointment may be made for a number of reasons including, 

but not limited to: 

 failure to submit a report within the agreed time limit; 

 if the external examiner fails to carry out his/her responsibilities appropriately; 

 non-attendance by the examiner at assessment boards; 

 circumstances where a conflict of interest has arisen during the External Examiner’s 
term of office. 

 

The decision not to renew an appointment will be taken by the Dean of Academic Quality and 

Enhancement, or representative, in discussion with relevant members of the academic 

department. Academic Quality Support Services will inform the External Examiner in writing 

if their contract is not being renewed. 

If an External Examiner wishes to discontinue their appointment, they should notify the Policy 

Implementation Officer (External Examiners and Quality Support) in writing and in sufficient 

time for a replacement appointment to be made. 

 

The University may dismiss an External Examiner whom it considers not to be fulfilling his/her 

responsibilities to the institution’s satisfaction. 

 

12.5 Documentation to be provided to External Examiners 

Information to be provided by Academic Quality Support Services 

AQSS automatically set up (via LIS) individual Portal accounts for new External Examiners. 

This takes place upon appointment using the module list provided on the nomination form.  

If departments wish to make any amendments to the list of modules their external examiner 

has been appointed to they should use the relevant form indicated in Section 12.3 of this 

handbook. 

Further information regarding External Examiner use of Grademark can be found at the 

following link; 

https://portal.chester.ac.uk/registryservices/SiteAssets/Pages/onlinesubmission/External_ex

aminer_use_of_Grademark.pdf 

 

 

 

department should be securely destroyed as soon as the nomination form has been 

sent to AQSS. 

https://portal.chester.ac.uk/registryservices/SiteAssets/Pages/onlinesubmission/External_examiner_use_of_Grademark.pdf
https://portal.chester.ac.uk/registryservices/SiteAssets/Pages/onlinesubmission/External_examiner_use_of_Grademark.pdf
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The following information and documentation is sent to all External Examiners both on 

appointment and at the start of every academic year: 

 the External Examiner section of Handbook F: Requirements Governing the 
Assessment of Students; 

 UK Quality Code for Higher Education: Chapter B7 External Examining; 

 fee and expenses schedules and claim form; 

 information about the procedure for confirming eligibility to work in the UK; 

 username and password to enable external examiners to access SharePoint (through 
which they are able to access information such as the Principles and Regulations and 
the full Assessment Handbook); 

 acceptance form, to be completed and returned by the External Examiner. 

 

Additional documentation can be provided on request. 

Academic Quality Support Services e-mails a copy of the Annual Report Form Template to 

all External Examiners at the appropriate time.   

 

Information to be provided by Programme Teams / University Departments 

Programme Teams should provide External Examiners with the following as and when 

appropriate: 

 copies of the relevant Programme Specification(s) and Handbook(s), updated copies 
of these should be sent as necessary during the External Examiners term of office; 

 assessment briefs/assessment criteria, marking schemes and marking criteria and 
samples of scripts and profiles of marks as appropriate to enable them to undertake 
their duties; 

 examples of student feedback and responses thereto (for example, the outcomes of, 
and responses to, module evaluation questionnaires); 

 an annual letter from the Programme Leader or Head of Subject, detailing action 
taken in response to the previous year’s External Examiner report, and/or the 
relevant extract from the programme Annual Monitoring Report addressing this issue 
(the response should be approved by a senior member of staff in the academic 
department prior to being sent to the External Examiner); 

 dates of assessment boards should be made available as early as possible and 
agreed in negotiation with External Examiners where possible  

 

12.6 Induction of New External Examiners 

It is University policy that all External Examiners should, where possible, attend an induction 

during their first year of appointment.  Those who are unable to attend on the date specified 

will be invited to attend a subsequent event.  The primary purposes of the induction event 

are: 

 to enable External Examiners to meet with other examiners from different 
subject/programme or academic specialist areas, and with University staff, from both 
academic and central support services; 
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 to inform External Examiners concerning University-wide policies relating to 
assessment and the External Examiner role; 

 

 to obtain feedback from External Examiners concerning their perceptions of the role, 
its responsibilities and their operational delivery, in the light of developments in the 
wider HE quality agenda. 

 

12.7 Mentoring system for colleagues new to external examining 

To be considered for appointment, all External Examiners must have substantial experience 

of examining in HE in the relevant academic discipline. However, potential External 

Examiners may have limited or no prior experience of the external examining role. Therefore, 

the following guidance is recommended as good practice for a colleague new to external 

examining: 

(a) Where possible the incoming External Examiner should be invited to attend the final 
Module Assessment Board of the previous session, as an observer, and to meet the 
University examiners and the outgoing External Examiner. 

 

(b) Dialogue between the outgoing External Examiner and the new appointee should be 
encouraged. 

 

(c) The new External Examiner should be provided with the name and contact details of 
an appropriate member of academic staff who will act as a contact point for queries; 
this person is available to supplement the mentoring provided by an experienced 
External Examiner. 

 

(d) The Programme Team should provide the new External Examiner with copies of 
recent Annual Monitoring reports (past three years). 
 

(e) A mentor must be appointed for External Examiners who have no previous 
experience of external examining; the mentor should be another, experienced 
External Examiner. 

 

(f) Following the appointment of a new External Examiner with a named mentor the 
Policy Implementation Officer (External Examiners and Quality Support) will contact 
the relevant Programme Leader via the Faculty Administrator requesting that they 
initiate contact between the mentor and new appointment. 

 

The University greatly values the willingness of existing External Examiners to offer 

mentoring and support to colleagues new to the role. AQSS holds a list of new external 

examiners who are being mentored and the name of their appointed mentor. 
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The role of the mentor: 

 A mentor is someone from outside of the institution who can be approached as a 

‘sounding board’ by the new external examiner for any concerns they may have. 

These may include discussions as to whether an issue is within their remit, whether 

or not they have the authority to raise an issue and strategies for raising issues in a 

constructive manner; 

 Mentors should be approachable and ensure that the mentee knows they can ask for 

general guidance in confidence; 

 The mentor should be prepared to respond promptly to any queries received from 

new external examiners. 

 

Mentors should not be expected to: 

 Provide subject specific advice; 

 Look at scripts (for example if there are concerns about marking); 

 Provide advice on University regulations and procedures.  

 

If a mentor is approached about any of these issues they should advise the new 

external examiner to seek guidance from AQSS or the academic department. 

 

It is the responsibility of the academic department to facilitate an introduction 

between the new external examiner and their mentor. 

 

12.8  Annual Reports 

All External Examiners appointed on the authority delegated to Academic Quality and 

Enhancement Committee by Senate are required to report annually on the conduct of the 

academic provision within their jurisdiction. Reports are submitted to the Dean of Academic 

Quality and Enhancement on behalf of the Vice-Chancellor.  Where Examiners’ 

responsibilities include Foundation Degrees comments should, where appropriate, reflect the 

distinctive aspects of the qualification indicated primarily in the QAA’s FD Qualification 

Benchmark (QAA, October 2004). This will help provide evidence that the particular 

characteristics of the Foundation Degree are being demonstrated. Examiners are also 

requested to reference their comments as far as possible to specific modules/programmes 

where their report covers more than one programme. Industry based Examiners are 

requested to give a particularly detailed response to section 3 of the report form. In the 

interests of quality assurance and the standard of awards, the report shall include comment 

upon: 

(a) consistency with requirements of the National Academic Infrastructure (UK Quality 

Code for Higher Education), including the Foundation degree benchmark (where 

applicable); 

(b) the appropriateness of methods of assessment and consistency of marking standards 

(in the case of Foundation degrees, particular attention should be paid to the distinctive 

aspects of the FD qualification); 

(c) the standard of student performance in comparison with similar provision within the HE 

sector; 
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(d) the aims, learning outcomes and content of the curriculum; 

(e) learning and teaching methods, and the resources to support them; 

(f) issues specific to a module or a programme; 

(g) documentation, including feedback to students on their assessed work; 

(i) the level and effectiveness of administrative support; 

(j) evaluation and review processes; 

(k) collaborative provision (where appropriate); 

(l) shortcomings or specific issues requiring attention or development; 

(m) examples of good practice; 

(n) a brief overview of the term of office (for examiners in their last year). 

 

The University particularly welcomes comment on the use made of second marking 

(monitoring) procedures and on the implementation of anonymous marking of coursework.  

The purpose of the report is to enable the University to judge the extent to which: 

(a) the academic provision in question is meeting stated aims  and objectives and what 

actions, if any, are required for the improvement or enhancement of the design and 

delivery of the provision and/or its methods of assessment; 

(b) assessment procedures are being properly carried out. 

 

In addition to the main report form external examiners are also required to complete the 

External Examiners’ Report Checklist which will be appended to the template. 

 

Where External Examiners work as a team the University shall require each Examiner to 

submit a separate report, according to the guidance provided above. Any report which does 

not contain enough detail to fulfil the quality requirements of the University will be returned to 

the External Examiner for additional comment. Further information on the standard required 

can be obtained from the Policy Implementation Officer: External Examiners and Quality 

Support. 

 

Examiners should be aware that reports will potentially have a variety of readers serving on 

University Committees (including student members), internal and external peers, Chief 

External Examiners, and validating and professional bodies.  As a matter of course, all 

reports are read by programme teams (from whom a letter of response is required), and by 

AQSS, which produces a summary of key points; issues raised inform the action plan(s) in 

the relevant annual programme monitoring report(s) which are considered by Faculty Boards 

of Studies.  External examiners’ reports must also be shared with students on the 

programmes in question and the Students’ Union President is entitled to request sight of any 

external examiners’ report.  Accordingly, reports should not make reference to named 

students or staff, or allow them to be identified in any way which might be prejudicial to their 

interests. 
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Academic Quality Support Services also produces two annual overviews of external 

examiners’ reports, one for undergraduate and the other for postgraduate programmes.  

This is submitted to Academic Quality and Enhancement Committee, which includes 

Students’ Union representation. 

 

An electronic template is provided for the purposes of completing the Annual Report.  

Examiners are required to submit a typed report by e-mail. The report should be submitted 

according to the following schedule unless a separate timetable has been agreed with the 

Programme Leader and AQSS. 

 

all undergraduate reports:  

SUBMISSION DATE:  7TH JULY 2017 

 

reports for postgraduate programmes with an Assessment Board held in January: 

SUBMISSION DATE:  2ND FEBRUARY 20181 

 

reports for undergraduate Assessment Boards held after 23rd June, or for postgraduate 

programmes with an Assessment Board which takes place outside the January schedule: 

SUBMISSION DATE:  WITHIN 2 WEEKS OF THE ASSESSMENT BOARD MEETING 

 

External Examiners’ fees will be paid on receipt of the final Annual Report. Examiners’ 

expenses may be paid at other times during the year, upon receipt of the appropriate claim. 

Details of the procedures for claiming expenses are attached to the fees and expenses 

schedules included with the External Examiner's appointment letter. 

 

All fee and expense claims must be submitted within three months of the work it relates to 

being completed. 

 

All departments must ensure that copies of External Examiner Reports are made available 

to students. Departments may choose to do this in a number of ways. The method 

recommended by AQSS is to make students aware of the following page on Portal: 

https://psmd.chester.ac.uk/pos/index.php?th=931 .  

 

                                                 

1 Please note that this date is for submission of postgraduate reports relating to the 2015-16 cohort. 

The deadline for postgraduate reports relating to the 2015-2016 cohort is 3rd February 2017. 

https://psmd.chester.ac.uk/pos/index.php?th=931
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Through this facility students are able to search for their programme and view the relevant 

external examiner report. 

 

Structure and Format of Annual Reports 

The External Examiner’s report follows the template set out below.  The template is available 

as Appendix 12D. 

1. Consistency with requirements of the National Academic Infrastructure (UK Quality 
Code for Higher Education), institutional requirements and/or industry practice (if 
applicable) 
 
(a) consistency with the QAA Code of Practice (Chapter of the UK Quality Code) and 

adherence to the University assessment regulations and requirements. 
(b) appropriateness of standards and assessment tasks with reference to relevant 

subject benchmarks(s), Framework for Higher Education Qualifications (FHEQ), 
the Foundation Degree benchmark (where applicable), industry standards and 
practice (where applicable) and/or programme specification(s). 

 

2. Standard of Student Performance (in the case of Foundation Degrees, Examiners are 
invited to pay particular attention to the distinctive characteristics of the FD 
qualification) 
 
(a) in relation to specified learning outcomes for modules;  
(b) in comparison with other similar provision at other HE institutions. 

 

3. Modules/Programme of Study 
 
(a) aims and learning outcomes of modules/programmes: please comment on 

whether these were clearly defined and appropriate to the subject matter and the 
needs of students and, where applicable, their vocational relevance. 

(b) learning and teaching methods used to support programme aims and intended 
outcomes (if External Examiner has evidence of this); 

(c) if applicable, Examiners are asked to comment on the nature and extent of the 
evidence of independent learning, including, if External Examiner has evidence of 
this, the resources for the modules and programme of study; e.g. IT facilities, 
library provision, specialist vocational resources (where applicable) etc. 

(d) Specific modules/programmes - comments on aspects of provision relating to 

individual modules or specific programmes (e.g. single and combined honours in 

the same subject). 

 

4. Assessment 

(a) variety and appropriateness of assessment in relation to learning outcomes and 

extent to which they enable students to demonstrate achievement of the 

learning outcomes (Examiners are also invited to comment on use made of 

formative assessment); 

(b) extent and quality of feedback to students on their assessed work; 



 

 

20 

 Quality and Standards Manual 

5. Level and effectiveness of administrative support (including provision of 

documentation from both the academic department and central support 

services) 

 

6. Evaluation and Review Processes 

(a) formal methods of monitoring and evaluation to enhance quality, including the 

use made of student feedback on their student experience; 

(b) Programme Team's response to issues raised in previous External Examiner's 

report. 

 

7. Please ensure you complete this section if your role includes the examination 

of work from a Partner College/Organisation, identify any issues (such as 

communication and comparability of standards) which are specific to that 

work and refer back to earlier sections of this report where appropriate. 

Your comments will be fed back to the Partner College/Organisation. 

 

8. Shortcomings or specific issues requiring attention or development 

(programme or specific modules). 

 

9. Examples of good practice (strengths or distinctive or innovative features). 

 

10. A brief overview of the Examiner’s term of office (for Examiners in their last 

year of office) 

 

An amended version of this template is provided for Chief External Examiners (Appendix 

12E. A small number of additional questions are added to the template used by External 

Examiners for Initial Teacher Education programmes located within the Faculty of Education 

& Children’s Services (Appendix 12F). 

 

Information on The framework for higher education qualifications in England, Wales and 

Northern Ireland and Subject Benchmark Statements can be found on the QAA website   

http://www.qaa.ac.uk 

 

 

 

http://www.qaa.ac.uk/
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12.9 Internal Staff as External Examiners 

Members of the University who begin or end an external examiner position with another 

institution must ensure that they inform the relevant Faculty Administrator as soon as possible 

of the details of the appointment. 

 

Faculty Administrators are responsible for holding a full list of all External Examiner 

appointments for staff within their Faculty 


