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ACADEMIC SERVICES
Procedure for Appointment of External Examiners

1.
External Examiner appointments are normally for a period of four years and four months commencing 1 October and finishing 31 January, in order to assess four successive cohorts of students and to deal with any subsequent reviews of decisions. Because newly appointed External Examiners will normally take up appointment on or before the retirement of their predecessors, the completed application form should be received by the School Registrar not less than six months prior to commencement of the appointment. 

2.
Quality Support Section (QS) is required to initiate the process of a new appointment a further three months in advance. The Secretary of the External Examiner Appointments Panel (EEAP) will draw on information held in the QS Access database to establish which External Examiners are to be replaced at least twelve months in advance of completion of tenure, and advise appropriate School staff.

3.
Criteria for the appointment of External Examiners are specified in the Examiners’ Handbook, Appendix B1. Where any departure from the criteria is being proposed, a justification must be provided. In particular, someone without direct experience of acting as an External Examiner normally will be approved if suitable mentoring arrangements can be put in place to support them during the first year (Section B3.3 of the Examiners’ Handbook). The School should propose such arrangements to the EEAP. 
The proposed nominee should be approached by an appropriate member of staff (eg Programme Leader/Director) to establish if they are prepared to be put forward for the appointment. If so, the form Application for Approval of an External Examiner1 must be completed. Part I should be completed by the nominating member of staff and Parts II/IV by the nominee. The School Student Learning & Experience Committee (SSLE) Chair’s authorising signature must be given in Part III. In instances where an External Examiner is appointed from outside the United Kingdom, confirmation of eligibility to work in the UK must be sought. Normally External Examiners will be required to provide proof of this at their first visit to the University.
4.
The SSLE Secretary will check the form for completeness and accuracy before forwarding an electronic version (including Part IV which provides personal details required for the External Examiner database) to the EEAP Secretary. Details of the External Examiner Team (Section 5 of the application form) should be checked against the information held in the QS database. EEAP will consider the application (excluding Part IV) by electronic forum and make a recommendation to the Regulations and Frameworks Sub-Committee which has delegated authority to approve external examiner appointments on behalf of the Student Learning and Experience Committee. ‘Virtual’ EEAP meetings will be convened to ensure that such recommendations are taken to the next meeting of the Sub-Committee.

5.
The EEAP Secretary reports the recommendations of the Panel to the Regulations & Frameworks Sub-Committee, together with the following information:
· Name, position and place of work of proposed External Examiner

· Subject area

· Intended External Examiner role (Module Examination Board/Progression and Awards Board)

· Proposed tenure

· Membership of External Examiner team.

6.
Normally within two days, the decision of the Regulations & Frameworks Sub-Committee will be conveyed by the EEAP Secretary to the relevant SSLE Secretary. Details of the appointment and terms of any conditions imposed by the Regulations & Frameworks Sub-Committee will be made clear.

7.
The School Registrar will be responsible for informing the nominee of the decision of the Regulations & Frameworks Sub-Committee and for issuing an appointment letter with area of examining duty, details of tenure and related administrative matters (templates are provided which should be customised by Schools). The letter should normally be accompanied by the following documentation:

· Introductory Guide to External Examining at Northumbria1*
· Examiners’ Handbook1*
· Evidence Required for Proof of Right to work in the U.K

· Assessment Regulations for Northumbria Awards, ARNA1*
· details of any approved variation from ARNA 

· MEB and/or PAB External Examiner’s annual report template1
· indicative or actual dates of relevant Examination Boards

· details of fees and expenses for External Examiners1 
· appropriate Subject Benchmark statement/s2
· relevant programme specification/s2
· relevant module descriptors2
· details of relevant staff in the School/Subject Division (name/position/subject specialism).

*These documents will be issued by the Secretary of EEAP once the Regulations & Frameworks Sub-Committee has approved the appointment.
Where nominations are approved subject to mentoring, the School is required to ensure that relevant information (including contact details) is provided to mentor and mentee. External Examiners should also be informed that the School Registrar can provide advice on regulatory issues

8.
At the same time, the EEAP Secretary will inform the QS Administrator with responsibility for maintaining the External Examiners’ database of the Regulations & Frameworks Sub-Committee decision. Part IV of the application form should also be made available to provide required personal details.

9.
The EEAP Secretary will maintain definitive files of External Examiner application forms and papers related to conduct of the business of the EEAP.
10.
The School should arrange for a briefing of a newly appointed External Examiner as soon as possible after appointment, preferably including a visit to the University to meet staff and students. It may be possible to combine this with the annual seminar (organised by QS) which takes place in late January, to which all External Examiners are invited. QS will send information about the seminar to External Examiners together with the current version of ARNA (which is updated annually) and, where appropriate, the Examiners’ Handbook (updated periodically).

Extension of duties
Subject to the Regulations & Frameworks Sub-Committee approval, an External Examiner appointment can be extended normally for a maximum of 1 year. The form is available on the Academic Registry website.

Reallocation of duties


The agreed duties of an External Examiner can be varied. Where significant changes are proposed (eg to subject area or to include PAB responsibilities), the Regulations & Frameworks Sub-Committee agreement is required. The rationale for such a proposal should be presented on the form Application to Approve a Reallocation of External Examiner Duties1 and the School will be advised of the outcome by the Secretary of the Regulations & Frameworks Sub-Committee. Changes to duties that are not significant (eg reallocation of module responsibilities or responsibility for a new delivery of the same programme), are subject to SSLE agreement.


Letter Templates
The following templates are available:

· Letter to MEB External Examiner confirming appointment 
· Letter to MEB External Examiner confirming appointment (subject to                  mentoring) 
· Letter to PAB External Examiner confirming appointment 
· Letter to External Examiner confirming extension of appointment 
These have been agreed by the EEASC (External Examiner Appointments’ Sub-Committee which preceded EEAP) but will require customisation by Schools in relation to:

· Dates of appointment

· Information enclosed

· External Examiner Seminar (eg to include date, where known)

· Contact information (eg description of duties)

Please note that no template has been provided for reallocation of duties because individual letters are required relating to the particular circumstances.

1 This documentation can be found on the Northumbria University website at the following webpage: http://www.northumbria.ac.uk/sd/central/ar/lts/assess/exex/
1 This documentation can be found on the Northumbria University website at the following webpage: http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/exex/
2 not normally for PAB External Examiners.
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