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1.
INTRODUCTION 
1.1 This handbook provides information for External and Internal Examiners of taught programmes at Northumbria University. It should be read in conjunction with the current version of the Assessment Regulations for Northumbria Awards (ARNA)
. ARNA is reviewed on an annual basis and reprinted each academic session. 
1.2 The Examiners’ Handbook relates to the assessment of the taught programmes of the University, which complies with relevant principles of the QAA Code of Practice on Assessment of Students and External Examining
 The following areas are covered:

· assessment at Northumbria

· Module Examination Boards and Progression and Awards Boards 

· internal and external moderation

· the appointment and role of the External Examiner

· the External Examiner’s annual report.

2. ASSESSMENT AT NORTHUMBRIA

2.1 The modular programme structure

· Northumbria taught programmes are composed of individual modules each of which bears normally 10, 20 or more credit points. 

· A level of study normally comprises 120 credits, and will be undertaken by a full-time student in one year.

· Levels are described using National Credit Guidelines; thus an honours degree comprises levels 4 - 6, with taught postgraduate provision normally at level 7.

· The regulations covering progression and classification in the modular framework are described in Assessment Regulations for Northumbria Awards (ARNA).

2.2 Two tier Examination Boards

The University operates a two-tier Examination Board structure:

· The Module Examination Board (MEB) is responsible for a set of modules provided by a School or part of a School. The MEB will confirm the marks awarded for each module. Section 3 details the role of the MEB.

· Marks from one or more MEB are supplied to a School Progression and Awards Board (PAB) which determines classification of awards and progression of students. Section 4 details the role of the PAB.

2.3 Timing of Examination Boards
The Chair of the Module Examination Board determines when the MEB should meet in order to fulfil its responsibilities; it will normally meet once a year with External Examiners present (Appendix E).

The Progression and Awards Board normally meets at the end of the academic year, and on another occasion to consider the results of referrals and deferrals (Appendix E). 

Exceptionally, where a student has exhausted all retrieval opportunities part way through a progression or award stage in accordance with ARNA regulation 5.7.1, an extraordinary MEB and PAB can be conducted through Chair’s action, where appropriate, to determine the outcome for the student. In such cases, consultation with the External Examiner/s must take place.

Schools should determine the most appropriate arrangements for collaborative provision, whilst ensuring comparability of performance and standards with Northumbria provision. It is recommended that separate examination boards are convened where it is not practicable to consider both types of provision at the same examination board, provided that alternative means of ensuring comparability are in place. 
2.4 Authority of Examination Boards

Only the PAB has authority to recommend to the University the conferment of an award. The decision of a properly constituted first or second tier Examination Board, acting within its powers and in accordance with the regulations governing its conduct and the regulations for the relevant programme of study, cannot be amended by any other body except in cases of review (section 2.8).

2.5 External Examiners

External Examiners are nominated by Schools and appointed subject to approval by the University Learning and Teaching Committee (ULT). Information on the appointment of External Examiners is given in Appendix B.

It should be noted that academic provision at level 3 and level 4 is not normally subject to external examining. Exceptions to this include programmes where levels 3 or 4 contribute directly to the award, rather than being required solely for progression, and those programmes where professional bodies require the involvement of External Examiners at all levels. 

The number of External Examiners appointed to each MEB is determined by the School, taking into account the number and levels of the modules and their academic range. Two External Examiners are normally appointed to each PAB (section 4.2).

External Examiners are employed by Northumbria to verify the standards of the University’s awards, and to ensure that its assessment processes are fair and fairly operated in line with its regulations. Thus the primary role of the External Examiner relates to the assessment process, although comments are welcomed on other aspects of the provision. A detailed summary of the MEB and PAB External Examiner role is provided in Appendix C.

2.6
Membership of Examination Boards

The composition of MEBs and PABs is set out in sections 3/4. In normal circumstances, no student can be a member of an Examination Board or attend an examiners’ meeting other than as a candidate for assessment. If, however, a person who is otherwise qualified to be an examiner for a module or programme (eg as a member of staff or as an approved External Examiner) is coincidentally registered as a student on another programme either in the University or elsewhere, that does not in itself disqualify that person from carrying out normal examining commitments.

Any conflict of interest arising from the personal or family relationship of a Board member to a student whose marks are under consideration must be declared to the Chair of the Examination Board.

2.7
Records

Detailed and accurate records of the proceedings of both MEBs and PABs, including the marks submitted to/approved by the Boards, are made by the Secretary to the Board. The record contains a full and complete reference to each case involving the use of discretion by a PAB, including a description of the evidence or other good reason relied on by the Board for exercising discretion. A definitive file of the records of all Examination Boards (both MEBs and PABs) is maintained by the School Registrar.

2.8
Procedures for review of a decision of an Examination Board

Academic Board, or another body authorised by it to act as a review group may, in the following circumstances, require an Examination Board to reconsider its decision/s:


i)
If a candidate requests a reconsideration and establishes to the satisfaction of Academic Board or review group that his or her performance in the examination was adversely affected by illness or other factors which he or she was unable, or for valid reasons unwilling, to raise under the procedures for considering personal extenuating circumstances (section 4.4) before the Examination Board reached its decision. Medical certificates, or other documentary evidence acceptable to the Academic Board or review group, must support the candidate’s request.


ii)
If Academic Board or the review group is satisfied on evidence produced by the candidate or any other person that there has been an internal administrative error, or that the examinations were not conducted in accordance with the regulations for the programme of study or that some other material irregularity relevant to the assessments has occurred.


iii)
If a student has appealed against a decision and the appeal is upheld.

Disagreement with the academic judgement of an Examination Board in assessing the merits of an individual piece of work or in reaching any assessment decision based on the marks, grades and other information relating to a candidate’s performance does not in itself constitute grounds for granting a request for reconsideration by a candidate.

If, after reconsideration, the Examination Board does not modify its decision, Academic Board has the power to annul that decision if, in its opinion, due and proper account has not been taken of the relevant factors.

In case of procedural or other irregularity, or where it is impossible to reconvene an Examination Board, Academic Board has the power to annul a decision of the Examination Board without making a prior request for reconsideration. If an error or irregularity is found to have affected more than one candidate, Academic Board may annul the whole examination or any part of it and require a reassessment. When a decision has been annulled, the Academic Board may take action which, if necessary, may include the appointment of new External Examiners.

The procedures for dealing with requests by candidates or with other evidence which may lead to the reconsideration or annulment of a decision of an Examination Board are published in the Handbook of Student Regulations 

3. MODULE EXAMINATION BOARD 

3.1 Role of the Module Examination Board

Module Examination Boards (MEBs) must satisfy the University, through the Dean of School (or nominee), that appropriate arrangements are made for the assessment of students with reference to the learning outcomes of the modules for which the School is responsible. MEBs also determine that appropriate moderation of marking has taken place, such that the marks awarded for each module appropriately reflect attainment and are awarded consistently (Appendix A).

3.2 Composition of the Module Examination Board

· Chair, the Dean of School or nominee.

· staff contributing to the delivery and assessment of the modules under consideration.
· External Examiner/s appointed to this MEB following approved University procedures.

· any External Examiner/s appointed to professionally accredited programmes, where the modules under scrutiny at a MEB include modules which are core to those programmes.

All relevant staff should be invited to attend the MEB with a requirement for staff to attend where discussion of a particular module is needed.

Quorum is 50% + 1. The School Registrar or nominee is Secretary to the MEB.

3.3 Approval of work set for assessment purposes

The Chair of the MEB ensures that appropriate arrangements are in place to approve assignments and examination papers before they are given to students, and in particular that:

· assignments are aligned with the learning outcomes of the module

· the assignment instructions can be understood by the students

· there is a marking scheme (or criteria for assessment) which will produce marks at an appropriate standard.

The Chair will also ensure that there are appropriate arrangements for the marking and moderation of the work (Appendix A) and the recording of marks. The University’s policy is that moderation will take place by second marking of a standard sample of work. Exceptions to this will be agreed with the External Examiner and the Chair of the MEB, and this agreement confirmed by the MEB. 

The External Examiner should participate in this approval process: he or she must be fully consulted on assignments, examination papers and marking schemes. The External Examiner will not normally be consulted on level 3/4 assignments and examination papers (Appendix A3, but see also section 2.4), although such level 3/4 work will nonetheless be subject to the approval process described above.

3.4 Approval and confirmation of marks

The MEB is required to confirm module marks. Where this does not take place at the meeting of the MEB, confirmation of the accuracy of the marks must be reported to the MEB. The MEB will confirm that internal moderation has taken place, and also moderation by the External Examiner where required. The MEB may, in the light of the moderation process and recommendations from External Examiners (Appendix A7/8), exercise its discretion in the determination of the marks awarded. 

Where a module mark is affected by a proven or admitted case of academic misconduct, the MEB is responsible for determining the mark which should be awarded, in accordance with the regulations described in ARNA Appendix 1.

As part of the marks confirmation process, the MEB will also consider and resolve any technical extenuating circumstances affecting the conduct of an examination or assessment, which may have affected individual students or groups of students
. Any changes to marks at the MEB should be based on consideration of statistical evidence as described in ARNA Section 11.2. It may not always be possible for the MEB to make a quantitative judgement and impute a mark to a student. If this is the case, then the MEB may be able to pass on a recommendation to the PAB or it may have to leave the PAB to make a decision based on overall student performance.
Once marks have been confirmed by the MEB they are submitted to the appropriate PAB. Marks confirmed by a MEB cannot subsequently be altered, although through the exercise of compensation (ARNA, section 7) a PAB may determine that progression or award might in permitted cases be resolved on the basis of a pass mark for one or more module/s, rather than the MEB mark. 

3.5 Recommendations to the Progression and Awards Board

It is a consequence of the modular structure that a MEB cannot presume to have access to the confirmed marks for all of the modules associated with any programme/s. The formal functions of the MEB and the PAB are therefore clearly distinguished: the MEB must limit its deliberations to module level marks, and exclude consideration of the aggregate performance of individual students.

The PAB will normally make decisions on compensation (section 4) on the basis of the profile of the individual student. The MEB may however make recommendations to the PAB about the appropriateness of compensation in relation to particular module/s.

Where it is possible in practice for those assembled as a MEB to consider aggregate performance on one or more programmes, albeit on the basis of marks which may be partly unconfirmed, they may reconvene at the completion of the MEB as an informal pre-PAB, and determine recommendations to be made to the PAB about progression and award issues for individual students. The final decision on these issues necessarily and definitively rests with the PAB.

3.6 Role of Module Examination Board Chair 

The Chair of the MEB is responsible for ensuring that the operation of and functioning of the Board is conducted in accordance with University regulations, including:

· determining the dates on which the MEB will meet 

· approving and reporting to the MEB any exceptions to the University’s expectation for the process of moderation by second marking (section 3.3)

· approving and reporting to the MEB any exceptions to the expectation that work for assessment will be approved in consultation with the External Examiner as detailed in section 3.3

· ensuring that the School or subject area has determined a way to provide feedback to students, and assessment information to moderators and External Examiners, that will allow effective moderation to take place (Appendix A4).

4. PROGRESSION AND AWARDS BOARD 

4.1
Role of the Progression and Awards Board

The Progression and Awards Board (PAB) will be in receipt of module marks for each of the students on each of the programmes within its purview. It determines which students are eligible for progression to the next level and, for award level students, the award to be made and any classification of that award. These decisions are made according to the Assessment Regulations for Northumbria Awards (ARNA), and take account of the specific regulations governing the application of compensation and requirements for referral. The Board will, with the aid of External Examiners and to the satisfaction of External Examiners, ensure the impartial judgement of students’ performance on the basis of their module marks as determined by MEBs, and in accordance with the regulations described in ARNA.

The PAB receives the decisions of the Personal Extenuating Circumstances Sub-committee and takes these into account when making its own decisions (section 4.4). 

The PAB will determine, within the regulations set out in ARNA, any compensation to be applied to module failure by individual students and the referral opportunities to which individual students are entitled.

The PAB will take into account the decisions and recommendations of a MEB which submits one or more marks which have been determined according to the procedures governing academic misconduct (ARNA, Appendix I).

No recommendation from the PAB will be valid without the written consent of the External Examiners involved. An External Examiner has a final right of veto over any decision, in that he or she can refuse to confirm the recommendation of the PAB. In this case (which may include instances where there is disagreement between External Examiners) the matter will be referred to Academic Board for resolution.

4.2
Composition of the Progression and Awards Board

· Chair, the Dean of School or nominee.

· Associate Dean/s responsible for programmes in the School.

· the Programme Leaders/Directors of all programmes to be considered at that meeting of the Board.

· two representatives of each MEB which has, in the view of the Chair, a substantial involvement in the awards and programmes being considered at that particular meeting of the Board. If in doubt, the Chair will decide in favour of representation for any MEB requesting it.

· normally two External Examiners (one of whom can be a professional body representative) either specifically appointed to the PAB as full voting members from among the MEB External Examiners or independent External Examiners specifically appointed to the PAB. At least one External Examiner must be present at meetings considering levels 5 and above. If, on the day of the PAB, this attendance requirement cannot be met due to exceptional and unforeseen circumstances, then the PAB may proceed provided at least one of the appointed External Examiners can be consulted about the decisions made.

· at the discretion of the Chair of the Board, examiners or assessors of relevant professional bodies may be admitted to meetings of the PAB as observers or, in circumstances deemed appropriate by the Chair, as voting members.

· all MEB External Examiners (other than those appointed as PAB examiners) shall have the right to attend (but not vote at) relevant meetings of the PAB if they so request. 

Quorum is 50% + 1. The School Registrar or nominee is Secretary to the PAB.

4.3
Role of Progression and Awards Board Chair

The Chair of the PAB is responsible for ensuring that the operation of and functioning of the Board is conducted in accordance with University regulations, including:

· determining the dates on which the PAB will meet

· approving representation from MEBs on the PAB 

· approving attendance of representatives of professional bodies at PABs. 

4.4
Personal Extenuating Circumstances Sub-Committee

The Personal Extenuating Circumstances (PEC) Sub-committee is a sub-committee of the PAB. It is chaired by the Dean (or nominee) and consists of a fixed membership of no more than five academic staff and the School Registrar. An External Examiner will not be a member of the Personal Extenuating Circumstances Sub-Committee. The School Registrar ensures that a secretary to the Sub-Committee is appointed. The PEC sub-committee normally meets at the end of each semester and at the end of the resit period, to determine the outcome of PECs submitted in the assessment period to which they relate.

The Sub-Committee has the following functions:

· to receive evidence of all personal extenuating circumstances that students wish the Board to take into account when making decisions on their performance. Personal extenuating circumstances are defined as serious, unforeseen and unpreventable personal circumstances beyond the student’s control that have significantly affected performance in any assessment
.

· to consider that evidence, to accept or reject the claim, and to inform the PAB of claims that have been accepted.

The actions open to the PAB on receipt of an accepted Personal Extenuating Circumstances claim are described in ARNA Section 10.
APPENDIX A
MODERATION OF ASSESSMENTS

A1.
Moderation

Moderation is the process whereby the marker of a set of work is enabled to confirm or modify his or her own judgement in the light of the experience of others. Moderation is concerned with the standard of marking of a set of work. It should also be concerned with the consistency of marking to establish that all candidates have been treated in the same way. External Examiners are expected to moderate samples with a view to the overall standard and not to be a third marker of sampled work.
A2.
Anonymous marking

The University is committed to anonymous marking in as many summative assessment tasks as is practicable. For examinations this is facilitated by a University-wide Examinations Booklet that contains a fold-down flap that conceals the student name. The name of the student is revealed after moderation has taken place. For coursework assessment, each School is responsible for designing and utilising their own Submission Front-cover Sheet incorporating defined minimum criteria, but which can be adapted for local needs (e.g. may include feedback sections). In addition, electronic methods for anonymous submission of assessed work are permissible. In all cases the name of the student should only be revealed after moderation has taken place.

There are agreed University-wide exemptions to the anonymous marking policy, namely for tasks where it would prove impractical to conceal the student, as follows:

· Oral communication-based (for example, presentations, vivas, speeches, debates, advocacy tasks, teaching, poster presentations, etc).

· Practical competency tests (for example lab skills)

· 
Subject specific skills exercises/product creation (for example, model making, garment design, video production, performances etc).

· 
Project, dissertation and theses.

· 
Professional or practice based (for example, where the assessment requires students to relate academic work to professional situations, clinical practice, placements or work-based learning etc, which is known to staff). 

· 
Peer-marked assessments (for example groupwork)

Additional exemptions can be made on a case-by-case basis via School Learning & Teaching Committees. 

A3. 

Second marking

Second marking will be used for moderation unless an alternative form of moderation has been agreed by the External Examiner and confirmed by the Chair of the MEB as described in section 3.3. Second marking will be carried out on a sampling basis. At level 3/4 an internal moderator will second mark a standard sample of assessments; at level 5 and above the same standard sample will also be subject to moderation by the External Examiner (see also section 2.5).



A3.1

The standard sample
The standard sample size is the square root of the number of students on the module, with a minimum sample size per module of six. The basis of selection of the sample should be transparent to moderators, and therefore the sample should always be accompanied by a module mark list. The purpose of the sample is to assure standards and consistency rather than to seek assistance on the marking of marginal cases. There is therefore no presumption that the standard sample will include marginal classes or marginal pass/fails. It may however do so if Internal and External Examiners agree that this will result in more effective moderation.

Where a module is delivered by more than one teaching team, or in more than one location, each delivery will be subject to moderation based on a separate standard sample.

An External Examiner may ask to see additional work, or even the full module set, if this is necessary for effective moderation. University policy is to return assessed work to students, who are responsible for retaining all assessments until their award has been finalised. This includes examination scripts except where the examination is multiple choice format or the School Learning and Teaching Committee (SLT) has given approval for exemption.
A3.2

Mark-concealed and comment-concealed second marking
Second marking may take place in circumstances where the mark awarded by the first marker is unknown to the second marker. This is referred to as ‘mark-concealed’ second marking. 

Further, second marking may take place in circumstances where what is concealed from the second marker is not only the mark but also any comments made by the first marker. This is referred to as ‘comment-concealed’ second marking.

Mark-concealed and comment-concealed second marking will only be possible where the second marker is fully familiar with the material being examined, or able to operate an objective marking scheme. External Examiners will not be specialists in all of the modules that they examine and may be unable to perform effective moderation in the absence of comments from the internal marker/s.

Mark-concealed and comment-concealed second marking will not therefore be appropriate in many circumstances, although the further assurance that is brought to the assessment process is welcome in areas where it is possible, and where the additional cost in staff time can be justified. It is not however a requirement other than in the case of dissertations where mark-concealed second marking should be undertaken (Appendix A5).

A4.

Markers’ feedback
Markers will wish to provide feedback on assessments, and written/electronic feedback should be recorded. The feedback will inform the moderation process, other than in those exceptional cases where second marking or moderation is to be ‘comment concealed’ (Appendix A3.2). The same comments may also serve as the basis for formative feedback to students, an important part of the assessment process as described in the Guidelines for Good Assessment Practice
. Comments might be recorded on a separate marking sheet, provided electronically or written on the work itself.
A4.1
Markers’ feedback on continuous assessment and examination answers (where examination work is returned to students)
The annotation of student work is often the most effective and efficient way of providing detailed assessment information to moderators, and feedback to students. Such feedback requires that the work is returned to the students, and a copy must be taken of those submissions which are to be retained as the standard sample for external moderation. Students should be reminded of the possibility of having to return marked work if the External Examiner asks to see additional work, if there is an allegation of academic misconduct or in the event of a student appeal. 

As an alternative to annotation of the work, comments may be made on a separate marking sheet which can be a multi-part form with copies for the moderator, the student, and student record. Individual tutors may amend the process to produce dedicated assessment and feedback forms for particular assessments. The feedback form may also be designed to allow evidence of internal moderation of the standard sample to be presented (Appendix A7). Feedback may also be provided and accessed electronically.
A4.2

Markers’ comments on examination answers (where return of examination work is exempted, by SLT approval)
Where the script is not to be returned to students, markers may write comments on examination answers in order to inform internal and external moderators, rather than to provide feedback to students on examination performance. Markers should be aware that the Data Protection Act (1998) requires that students have a right to see these comments, whether they are written on the examination script or on a separate piece of paper. Separate comments for moderators may not be necessary where an individual feedback sheet is produced for students, since this can be used to inform the moderation process.
A5.
Moderation of dissertations
The standard processes based on a standard sample will not provide sufficiently robust moderation for dissertation/project modules, since the sample will have been drawn from a more varied set of marks each of which might have been subject to different marking regimes.

All projects and dissertations should be second marked on a mark-concealed basis. Second markers should be carefully chosen to limit the number of dissertations which any one pair of staff can co-mark, and to provide where possible a chaining of markers such that A marks with B, B marks with C, etc.

To ensure the transparency of that moderation process the first and second markers are required to formally record their independent assessments in advance of their meeting to negotiate an agreement. The basis of the agreement reached should then be formally noted and made available to the External Examiner.

External Examiners are not asked to examine more than a standard sample of undergraduate dissertations/projects, but they will be asked to confirm on their report form that they have observed the outcome of a rigorous mark-concealed internal moderation process for dissertations/projects, as well as the normal internal moderation of all assessments (Appendix A7).

For postgraduate dissertations a larger sized sample may be agreed with the MEB.

A6.
Alternative forms of moderation

Second marking is the preferred form of moderation. Effective second marking, however, requires the second marker to be familiar with the material being assessed, and/or on the provision of explicit marking schemes. Sometimes this is not possible and the MEB may approve an alternative form of moderation where this is necessary (section 3.3).

A6.1

Moderation of practical and oral assessments

Some assessments, eg oral assessments or practical work, produce particular difficulties for the moderation process. While recordings can be made in some cases, and the recordings presented to External Examiners, this is not always possible or appropriate. 

In cases where the students’ work cannot be available for later moderation by an External Examiner, all work should be double-marked. Where further variations from standard University practice promise to provide more effective moderation than do standard processes, they should be used subject to formal approval by the External Examiner and the Chair of the MEB (section 3.3).

A6.2

Moderation of practice placement assessments

Assessment of the professional competence of students in the workplace is commonly undertaken by practice supervisors, assessors or mentors, the terminology varying across different professional groups. For the purposes of this handbook such assessors will be referred to as practice assessors.

In order to demonstrate the reliability and validity of assessments conducted in the workplace it is important that practice assessments are subject to the same level of moderation as university-based assessments. Therefore, whilst one or more practice assessor may be responsible for determining the grade or mark awarded it is also necessary for academic link tutors to co-ordinate regular moderation meetings with practice assessors where at least a representative sample of student profiles and grades are subject to internal moderation. As implementation may vary across programmes, each programme specification should include written details of the moderation of practice assessments within that programme. In addition, External Examiners must be satisfied with the rigour of the programme’s internal moderation of practice assessments. See the appendix to the Guidelines for Placement Learning

A6.3

Statistical inspection

Statistical inspection can play a role in moderation. A set of marks, mean and standard deviation, can be compared with some agreed norm (perhaps the performance of the same cohort of students across a range of other assessments) and statistically significant differences noted. More simply, it might be agreed that a mean which differs by more than x percentage points from a standard, or a standard deviation which differs by more than y percentage points from a standard, should be subject to further evaluation. There is no presumption that a set of marks which differs from the standard must be revised, but the first marker should be invited to assure the MEB that the original marks should stand.

Statistical moderation cannot assure consistency of marking. If it is to be used, an attempt should be made to assure consistency in some other way (such as anonymous first marking of the work).

Where an alternative form of moderation is used, this will have been agreed with the External Examiner, who will subsequently be provided with full details of the process as enacted and with a standard sample of work in the usual way.

A7.
Completion of the moderation process
First and second markers are expected to agree a mark. If they cannot agree, then a third internal marker should be consulted. Only when it is impossible to reach internal agreement should an External Examiner be asked to arbitrate. It should be clear to the External Examiner that this request is distinct from the requirement for moderation of the standard and consistency of the marking of the set of module assessments.

Exceptionally, if agreed with the School, the External Examiner may conduct a viva-voce examination of a student in order to determine the student’s mark in one or more modules.

The processes of internal moderation should be transparent, and there should be evidence on the assignment mark sheet, including the initials of both first marker and internal moderator, that moderation has taken place.

Internal and External Examiners will agree a procedure whereby moderation can be completed before the MEB. Where appropriate, samples of students’ work will be sent by post. Alternatively, or in addition, the External Examiner may attend the University for a period in advance of the MEB in order to complete moderation.

A8.
Determination and confirmation of module marks at the Module Examination Board

Discussions with External Examiners will take place before the formal meeting of the MEB, and it will often be possible to reconcile differences of judgement at this stage. It should be recognised however that the final judgement on the marks to be recorded lies with the MEB.

The External Examiner enjoys a special status at the MEB, as an independent and respected member of the peer group. The External Examiner has a final right of veto over any decisions in that he or she can refuse to confirm the marks awarded. In this case (which may include instances where there is disagreement between External Examiners) the matter will be referred to Academic Board for resolution. 

Other than in these exceptional circumstances, the decisions made are decisions of the Board. The advice of External Examiners will play an important part in helping the Board to arrive at its decisions. In particular the External Examiner may wish to recommend, either formally at the MEB or informally in advance of it, that module marks are changed. The recommendations of the External Examiner should be governed by the following expectations:

· It may be appropriate for an External Examiner to recommend that a set of marks be scaled, either upward or downwards. Recommendations will normally be for simple scaling, but if the size of the sample allows it, more complex scaling may be proposed.

· It will be appropriate for an External Examiner to recommend the correction of marks that have been determined incorrectly, where both internal and external markers are in agreement.

· It will not be appropriate for External Examiners to recommend small adjustments to individual marks awarded in a sample of work. If however, the External Examiner believes that significant adjustments are necessary to individual marks the validity of the assessment process is called into question. It is anticipated that such an outcome will be extremely infrequent. If and when it occurs a re-evaluation of the marks of a whole cohort will need to be made, and details of the process negotiated to the satisfaction of the External Examiner.
The above does not preclude the advice of the External Examiner being sought by Internal Examiners or by the Examination Board on specific cases arising in exceptional circumstances, and marks being determined or adjusted by agreement.

APPENDIX B
APPOINTMENT OF EXTERNAL EXAMINERS FOR TAUGHT PROGRAMMES

B1.
Requirements for External Examiners

B1.1
In order to carry out their responsibilities, External Examiners will be as appropriate:

i) able to judge each student impartially on the basis of the work submitted for assessment, without being influenced by previous association with the module/programme, the staff or any of the students
ii) able to compare the performance of students with that of their peers on comparable programmes of higher education elsewhere and/or assure professional relevance
iii) competent in assessing students' knowledge and skills at higher education level
iv) expert in the field of study concerned
v) impartial in judgement
vi)
properly briefed in their role and the University's requirements.

B1.2
External Examiners will be expected to maintain confidentiality in relation to examination board proceedings and with regard to any information obtained as a result of their role as an External Examiner.  Individual students should not be named in the annual reports prepared by External Examiners. (Appendix D)
B2.
Principles for appointment

B2.1
External Examiners will be appointed to the agreed criteria by the University Learning and Teaching Committee (ULT) on behalf of Academic Board.

B2.2
Newly appointed External Examiners will take up their appointments on or before the retirement of their predecessors. External Examiners should remain available until after the last assessments, with which they are to be involved, have been completed in order to deal with any subsequent reviews of decisions.

B3.
Criteria for appointment

B3.1
An External Examiner's academic/professional qualifications should be appropriate to the module/programme/subject to be examined, with the subject/s of those qualifications consistent with that to be examined and the level at least equivalent to that being examined.

B3.2
An External Examiner should have appropriate standing, expertise and experience to ensure the maintenance of academic standards by acceptable norms of attainment in the context of higher education. It is expected that External Examiners will normally be experienced senior academic members of staff within their own institutions, or will have high standing within their profession in view of their expertise.
B3.3
An External Examiner should have sufficient recent examining/assessment experience, preferably as an External Examiner, to indicate competence in assessing students in the subject area concerned. Someone without direct experience of acting as an External Examiner normally should be appointed only if suitable mentoring arrangements can be put in place to support them during their first year. Normally this will require that there is an experienced External Examiner on the relevant External Examiner team. 
B3.4
ULT may approve a new External Examiner subject to mentoring arrangements being put into place by the proposing School. If this is the case, the School will be expected to ensure that the External Examiner attends a briefing session (either at the annual External Examiners’ Seminar, which is normally held in January, or a briefing session organised for this purpose by the School). The External Examiner should also be provided with full contact information for the External Examiner who has agreed to act as mentor, and the School Registrar who can provide advice on regulatory issues.

B3.5
External Examiners should be drawn from a wide variety of institutions/professional contexts and traditions in order that the module/programme/subject benefits from wide-ranging external scrutiny. Schools should seek to recruit External Examiners from institutions where the subject area to be examined has been assessed as being of high quality. In any event, normally there should not be:

i)
more than one examiner from the same institution in the team of MEB or PAB External Examiners, except in a complex module/programme involving a very large number of discrete subject areas 
ii)
reciprocal external examining between modules/programmes or departments in two institutions
iii)
replacement of an External Examiner in the same subject area by an individual from the same institution, within a five year period, save in exceptional circumstances.

B3.6
External Examiners should not have too heavy a workload in respect of external examining duties. As a norm, an External Examiner should not concurrently hold more than the equivalent of two substantial external examining appointments. However, where a proposed External Examiner already has two appointments and the School is satisfied that s/he can undertake the full range of duties involved, ULT may support a third appointment where there is written justification from the Chair of the School Learning and Teaching Committee (SLT).  ULT reserves the right not to approve appointments if it considers that the proposed External Examiner's appointments are excessive. Examples of special circumstances might include modules/programmes with a small number of students, disciplines in which there are very few specialists and examiners who have existing appointments which are due to expire.

B3.7
External Examiners are appointed to report on procedures and standards of assessment, and this role routinely should not be confused with other aspects of programme design and development. In order to protect their independence, External Examiners normally will not act as consultants to a programme team or programme design, or be members of any panel/s established to review the module/s and/or programme/s they examine. However, in certain circumstances they may act concurrently as External Examiner and adviser to programme approval panels. In addition, External Examiners may also volunteer, or be requested to provide feedback and suggestions as to programme design through their annual reports to the Deputy Vice Chancellor (Learning and Teaching).

B3.8
As External Examiners should be impartial in making judgement and not have previous close involvement with the University which might compromise their objectivity it is expected that, in the five years preceding appointment, a proposed External Examiner will normally not have been:

i) a member of staff, a governor, a student, or a near relative of a member of staff teaching on the module/programme or a student enrolled on the module/programme
ii) re-appointed as an examiner to the same programme or subject area in the institution
iii) re-appointed as a PAB examiner, having completed a term of office as a MEB examiner
iv)
personally associated with individual members of staff connected with the module/programme.
Exceptions to this must be the subject of a case to be made by the Chair of SLT in writing to ULT.

B3.9
For similar reasons, an individual proposed as an External Examiner should not be:

i) personally associated with students
ii) required to assess colleagues who are recruited as students to the module/programme
iii) in a position to influence significantly the future employment of students on the module/programme
iv) likely to be involved with sponsorship of students  or with students on placement/ training in the External Examiner's organisation.

Exceptions to this must be the subject of a case to be made by the Chair of SLT in writing to ULT.
B4.
Approval procedure

B4.1
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. 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. Academic Registry will initiate the process of new appointments a further three months in advance.

B4.2
An appropriate member of staff (eg Programme Leader/Director) will approach the proposed nominee. It is important that the requirements of the appointment are clearly described, including an indication of the expected workload. 
B4.3
The form Application for Approval of an External Examiner
 must be completed by the nominating member of staff (Part I) and by the nominee (Parts II/IV). The signatures of both parties, together with the authorising signature of the Chair of SLT, are required in Part III although this will not be required if the form is received electronically from verifiable sources. 

B4.4
The School Office will check the form for completeness and accuracy before forwarding to the Secretary of ULT. Nominations are considered by the ULT Sub-Committee for External Examiner Appointments and ratified by ULT. The decision of ULT will be conveyed to the School by the Secretary of ULT.
B4.5
The School Registrar will be responsible for informing the nominee of the decision of ULT and for issuing an appointment letter with details of tenure, areas of examining duty and related administrative matters. It will be accompanied by relevant University regulations and procedures and, where relevant, module descriptors, programme specifications and any subject benchmark statements. A record of the appointment will be held in Academic Registry.

B4.6
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.

B5.
Changes to an External Examiner appointment

B5.1
The agreed duties of an External Examiner can be varied. Where significant changes are proposed (eg to subject area or to include PAB responsibilities), ULT agreement is required. The rationale for such a proposal should be presented on the form Application to Approve a Reallocation of External Examiner Duties8 and the School advised of the outcome by the Secretary of ULT. 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 SLT agreement.
B5.2
An External Examiner appointment may be extended by no more than one year, by the agreement of ULT. A strong rationale for such a proposal should be presented on the form Application to Approve an Extension of Appointment for an Existing External Examiner8 and the School advised of the outcome by the Secretary of ULT.
B6.
Premature termination of appointment

B6.1
Under certain circumstances, the appointment of an External Examiner may be terminated before the completion of his/her period of office. Premature termination may occur in the following instances:

i) serious illness

ii) resignation of the External Examiner

iii) changes in module/programme or programme structure which renders the appointment no longer applicable

iv) non-fulfilment of External Examiner's duties, such as failure to provide annual reports or persistent non attendance at examination boards 
v) unprofessional conduct

vi)
irretrievable breakdown of relationship with module/programme teaching teams such as to disadvantage students on the module/programme.

B6.2
In instance ii), it is expected that the External Examiner will normally give the University reasonable notice of intention to resign to allow sufficient time for a suitable replacement to be found. External Examiner resignations should be reported to ULT.

B6.3
In instance iv), it is expected that there will be documented evidence of steps taken by the Chair of SLT to address identified problems.
B6.4
If termination of an appointment is necessary because any of the instances iii), iv), v) and vi) occur, then SLT will make a recommendation to ULT. If it supports the recommendation, ULT will terminate the appointment. The Director of Academic Registry will notify the External Examiner, specifying the reasons for the termination and all records will be amended accordingly.

B6.5
In instance iii) the University will give the External Examiner reasonable notice as far as is possible. In instances iv), v) and vi) the University reserves the right to terminate the appointment immediately.
APPENDIX C
SUMMARY OF THE ROLE OF EXTERNAL EXAMINER

C1.
Role of External Examiner appointed to Module Examination Board
The role and functions of the MEB External Examiner as described in other sections of this document are summarised below.

C1.1
External Examiners are employed by Northumbria to verify the standards of the University’s awards, and to ensure that its assessment processes are fair and fairly operated in line with its regulations. Thus the primary role of the External Examiner relates to the assessment process, although comments will be welcomed on other aspects of the provision (section 2.5).

C1.2
An External Examiner appointed to a MEB is expected to attend one meeting of the Board, normally the meeting held at the end of semester two (section 2.3 and Appendix E1).
C1.3
An External Examiner should be fully consulted on assignments, examination papers and marking schemes. 
C1.4
An External Examiner is required to moderate module marks for a standard sample of students’ work (Appendix A). Normally this relates to level 5 and above, but may also be required at level 3/4 where modules contribute directly to an award (rather than being required solely for progression) or to meet requirements of professional bodies. It will not be appropriate for External Examiners to recommend small adjustments to individual marks awarded in a sample of work. However, the External Examiner may ask to see a further set of marked assessments if this is necessary for effective moderation (Appendix A3.1/A6/A8).

C1.5
An External Examiner is required to participate in the moderation of dissertations/projects on the basis of a standard sample, and in addition to report to the MEB the observation of an effective and rigorous process of internal moderation of dissertations/projects (Appendix A5).

C1.6
An External Examiner is required to arbitrate, where requested, on cases where internal markers are unable to agree a mark for a piece of work (Appendix A7).

C1.7
An External Examiner is required to make recommendations to internal markers (informally) and to the MEB (formally) in cases where adjustments to module marks may be necessary to ensure comparability of standards and consistency of marking (Appendix A8).
The External Examiner enjoys a special status at the MEB, as an independent and respected member of the peer group. The External Examiner has a final right of veto over any decisions, in that he or she can refuse to confirm the marks awarded. In this case (which may include instances where there is disagreement between External Examiners) the matter will be referred to Academic Board for resolution.

C2.
Role of External Examiner appointed to the Progression and Awards Board
The role and functions of the PAB External Examiner as described in other sections of this document are summarised below.

C2.1
External Examiners are employed by Northumbria to verify the standards of the University’s awards, and to ensure that its assessment processes are fair and fairly operated in line with its regulations. Thus the primary role of the External Examiner relates to the assessment process at programme level, although comments are welcomed on other aspects of the provision. External Examiners are normally involved only with work at level 5 or above (section 2.5). 

C2.2
An External Examiner appointed to a PAB is expected to attend one meeting of the Board, normally the meeting held at the end of semester two (sections 2.3/4.2 and Appendix E1).
C2.3
An External Examiner is expected to assist the PAB in the impartial judgement of students’ performance on the basis of their module marks as determined by the MEBs, to ensure that recommendations of the Personal Extenuating Circumstances Sub-committee are fairly taken into account, and generally to provide independent assurance that the University’s regulations are applied consistently and fairly.

No recommendation from the PAB will be valid without the written consent of the External Examiner/s involved. An External Examiner has a final right of veto over any decision, in that he or she can refuse to confirm a recommendation of the PAB. In this case (which may include instances where there is disagreement between External Examiners) the matter will be referred to Academic Board for resolution (section 4.1). 
APPENDIX D
EXTERNAL EXAMINER’S ANNUAL REPORT

D1.
The Annual Report

D1.1
The informal advice and assistance which External Examiners provide to academic staff concerning the development and delivery of their provision forms an invaluable element in the ongoing process of quality improvement and critical self-analysis of the academic curriculum. External Examiners are also required to report in writing using a standard university template. The report must be submitted to the School Registrar by no later than 31 July for programmes delivered in the standard academic year, where possible, in electronic format. The standard template is distributed to External Examiners at, or before, the MEB/PAB. It is also available on the University website.

D1.2
The report template includes a summary report which asks the External Examiner if statements on standards and assessment processes can be confirmed.
D1.3
Individual students should not be named in External Examiner annual reports as these are circulated within the University, including to student representatives (see section D2).
D1.4
The MEB External Examiner is asked to further report to the University under the following headings:

· initial briefing 

· relevant modules  

· the assessment process 

· student performance

· collaborative provision, if applicable

· MEB operation 

· concluding comments. 

D1.5
The PAB External Examiner is asked to further report to the University under the following headings:

· PAB operation 

· student performance 
· concluding comments. 

D2
Use of External Examiners’ reports
D2.1
All reports are read carefully by relevant staff, including those at a senior level, and issues raised are progressed by formal mechanisms. This University values greatly the contribution of its External Examiners and gives serious consideration to all issues raised and to the dissemination of identified good practice. 

D2.2
External Examiner reports are received by the appropriate School Registrar, who is responsible for ensuring distribution to relevant staff. This includes those at any collaborative partner institutions to which the report relates.  
D2.3
Full and serious consideration is given to comments and recommendations made in External Examiner reports. Where practicable and appropriate, immediate action should be taken. Outcomes, including proposed actions, are formally recorded and reported to SLTs. 

D2.4
The Chair of the SLT is required to provide a report to ULT if a ‘no’ response is given to any of the statements in the summary report on standards, indicating what action will be taken to address the identified issues.

D2.5
External Examiners should be provided with a considered written response to their comments and recommendations, including information on any actions taken by the institution, within a reasonable time. Not all recommendations have to be accepted, in which case a reasoned explanation should be provided.

D2.6
The full report will be shared with student representatives through relevant committees (normally programme or staff student liaison committees).

D2.7
Responses to issues raised by External Examiners are reported through annual programme monitoring which is an ongoing process of review. 
D2.8
Academic Registry carries out an overview of issues for the University, raised in External Examiner reports, for ULT and Academic Board. 
D2.9
Relevant External Examiner reports (for the last three years) are considered at discipline periodic reviews which are carried out over a six year cycle.
APPENDIX E
FURTHER INFORMATION FOR EXTERNAL EXAMINERS

E1.
Examination Board Schedule

The following schedule provides a general indication of the process. At the beginning of the academic year, External Examiners should be given an indication of expected workload, eg module responsibilities, and:

· timescales for the approval of assignments and examination papers for assessment

· timescales for the provision of samples for moderation and their return

· indicative timing of the examination board (and actual date when confirmed). 

	Module Examination Board 

	Beginning of semester 1
	Approval of work set for assessment in consultation with External Examiner where applicable (section 3.3).

	Beginning of semester 2
	Approval of work set for assessment in consultation with External Examiner where applicable (section 3.3).

	End of academic year
	Meeting to approve and confirm module marks. External Examiner is expected to attend (section 3.4). 

	As required
	Approval of work set for referral/deferral assessment.

	End of referral period - before start of sem 1
	Meeting to confirm module marks for referral/deferrals. External Examiner is not expected to be present.

	The following meetings may take place optionally 

	End of semester 1
	An unofficial MEB to make provisional review of semester 1 marks. Such marks are not considered ‘confirmed’ until the end of year MEB.

	End of semester 1
	A formal MEB with attendance of External Examiner/s. This will be exceptional: the end of year MEB will normally consider marks from semester 1 and semester 2 together.

	End of academic year
	After the formal meeting of the MEB is closed, members may re-assemble, with or without the attendance of the External Examiner/s, to constitute a pre-PAB and may make recommendations on individual student performance to the PAB (section 3.5).

	Progression and Awards Board

	End of academic Year
	The PAB will meet with the attendance of External Examiner/s to determine progression and awards on the basis of marks submitted by MEBs.

	End of referral period - before start of semester 1
	The PAB will meet, normally without attendance of External Examiner/s, to determine progression and awards on the basis of resit (referral/deferral) marks submitted by MEBs.

	Normally at the end of each semester, and before the resit PAB
	Personal Extenuating Circumstances Sub-committee (section 4.4).


The PAB may meet at other times of the year to meet the needs of programmes which have a non-standard semester pattern of progression/completion. A postgraduate MEB may re-convene as a PAB, with the permission of the Chair of the appropriate PAB, for that area of provision where there are no modules involved from other subject areas (other MEBs).
E2.
Contact and enquiry points

External Examiners should contact the relevant School Registrar for all queries concerning the administration of the process. Appropriate members of academic staff (SLT Chair or Programme Leader/Director) will be the contact for academic queries. Contact information is provided on the letter of appointment. Academic Registry has produced this handbook but should be contacted only for more general queries regarding wider University policies and procedures as a whole. 

E3.
Claims for payment of expenses and fees 

External Examiners appointed to MEBs and PABs will be entitled to appropriate expenses and fees at the standard university rates, see External Examiner fees and expenses
.
The payment of expenses incurred in attending the University over the duration of the year outside obligatory attendance at the Board/s should be agreed with the appropriate academic manager. Schools will inform External Examiners of an appropriate administrative contact, on appointment, who will provide any further advice on the process. Claims for expenses and the annual External Examiner fee should be submitted as soon as possible after the Examination Board. It should be noted that the annual fee will only be payable on receipt by the University of an annual report.
APPENDIX F 
GLOSSARY
The following acronyms have been used in this handbook:

	ARNA
	Assessment Regulations for Northumbria Awards

	MEB
	Module Examination Board

	PAB

	Progression and Awards Board

	PEC
	Personal Extenuating Circumstances

	QAA
	Quality Assurance Agency

	SLT
	School Learning and Teaching Committee

	ULT
	University Learning and Teaching Committee


� Available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/" ��http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/�


� Available at � HYPERLINK "http://www.qaa.ac.uk" �http://www.qaa.ac.uk�


� Available from � HYPERLINK "http://www.northumbria.ac.uk/sd/central/uso/stud_reg_handbk/" �http://www.northumbria.ac.uk/sd/central/uso/stud_reg_handbk/�


� Instances of technical extenuating circumstances should be relatively rare but might include, for example, a disturbance at an examination due to a fire alarm or hardware/software fault occurring in an IT based examination.


� A staff guide to extenuating circumstances is available at  � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/" ��http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/�


� Available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/" ��http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/�


� Available at 


� HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/enhance/workrelatedenhancement/placement/" ��http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/enhance/workrelatedenhancement/placement/�


� Available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/exex/" ��http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/exex/�


� Available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/exex/" ��http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/exex/�
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