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External Examiner’s Report Form 
___________________________________________________________                                                                              

	NAME:

	

	PROGRAMME:

	

	ACADEMIC YEAR:

	

	PARTICULAR RESPONSIBILITIES:
	


_____________________________________________________________________
Instructions

Deadline:   Reports should be submitted annually, preferably three weeks after the summer Board of Examiners.  All reports must be submitted by 30 September. You are reminded that it is a contractual requirement to submit this report and without it you cannot be paid.

Information required:  Please comment in sufficient detail for the Programme Team and other readers to assess the quality and standards of the provision.  It is not sufficient merely to tick the boxes. Linked programmes may be combined into one report but separate programmes should each have their own report – check with the Head of Division if you are unsure. Please do not refer to individual students or staff by name.

Format:   Please complete the proforma electronically. Email the completed report to ExternalExamining@qmu.ac.uk
Fees and expenses:  Complete the fee claim on the last page of this report and submit it along with your report. Fees are claimed annually. Expenses may be claimed as they are incurred but must be submitted within three months. The expenses claim form can be downloaded separately from our website at the following link, where you will also find the QMU Expenses and Benefits Manual:

http://www.qmu.ac.uk/quality/fm/externalExaminer.htm
The report form is available in alternative formats.  Please contact Dawn Martin on (0131) 474 0000 if you would like further details.

1
Curriculum

___________________________________________________________

Please answer the following questions by ticking the appropriate answer.  Any comments may be made below.

	
	Please tick: 
	YES
	NO
	N/A

	a)
	Did you receive a copy of the definitive document and/or student handbook for the Programme?



	
	
	

	b)
	Did the Programme Team consult you in the past year regarding proposed changes to the Course?


	
	
	

	c)
	Did you request any other information relating to the curriculum?



	
	
	

	d)
	Was the information you received on the Programme adequate?



	
	
	

	e)
	Do you have any major concerns about the design of the programme?


	
	
	

	f)
	Do you have any major concerns about the content of the programme?


	
	
	

	g)
	Do the aims and structure of the Programme meet the needs of the students?


	
	
	

	h)
	Do the learning outcomes reflect any national benchmarks applicable to the subject area?


	
	
	


Comment 

___________________________________________________________
Please provide further information relating to the above questions. It would be helpful if you could comment on the appropriateness of the structure and content and the strengths and weaknesses of the Programme.

2
Assessment

Please answer the following questions by ticking the appropriate answer.  Any comments may be made below.

	
	Please tick: 
	YES
	NO
	N/A

	a)
	Did you receive adequate information relating to QMU regulations and assessment procedures?


	
	
	

	b)
	Are the assessment processes and schemes for classification and 

progression clear?



	
	
	

	c)
	Did you receive draft exam questions and other assessment instruments with sufficient time to review (at least 3 weeks)?


	
	
	

	d)
	Were exam questions and other assessment instruments  of an appropriate standard and quality?    


	
	
	

	e)
	Were the methods of assessment appropriate to the learning outcomes of the Programme, content and students involved?


	
	
	

	f)
	Were adequate arrangements made for students with special needs?


	
	
	

	g)
	Did you receive an appropriate sample and range of scripts and other work?


	
	
	

	h)
	Were you given the opportunity to see the scripts of all appropriate borderline cases?


	
	
	

	i)
	Were you satisfied that the marking undertaken by the internal examiners was appropriate in terms of standard and consistency?


	
	
	

	j)
	Were you satisfied with the quality of feedback provided to students 

by internal markers?


	
	
	

	k)
	Were you satisfied with the administration of the assessment process?


	
	
	

	l)
	Did you attend the meeting(s) of the Board of Examiners?


(if no, please disregard the two questions below)



	
	
	

	m)
	Were you satisfied with the extent to which you were able to participate as a full member of the Board of Examiners?



	
	
	

	n)
	Were you satisfied with the procedures of the Board of Examiners?    


	
	
	


Comment 

___________________________________________________________
Please provide further information relating to the above questions

3
Student Performance

____________________________________________________________
Please answer the following questions by ticking the appropriate answer.  Any comments may be made below.

	
	Please tick: 
	YES
	NO
	N/A

	a)
	Was student work compatible with the stated aims and objectives of 

the Programme? 


	
	
	

	b)
	Was the quality of student work as you would have expected in a Programme at this level?


	
	
	

	c)
	Was student work comparable with that of their peers at other institutions?


	
	
	

	d)
	Were you satisfied with the quality and nature of teaching and learning 

as indicated by student work examined?


	
	
	

	e)
	Were you satisfied with the distribution and classification of awards?


	
	
	

	f)
	Was the distribution of grades and classification of awards comparable with other institutions?
	
	
	


Comment 

___________________________________________________________
Please provide further information relating to the above questions.  It would be helpful if you could comment on strengths and weaknesses of knowledge, understanding and skills demonstrated by students.
4
Recommendations

____________________________________________________________
Please answer the following questions by ticking the appropriate answer.  

	
	Please tick: 
	YES
	NO
	N/A

	a)
	Were any specific recommendations suggested to the Team in your report for last year?


	
	
	

	b)
	Did you receive a written response to your last report?



	
	
	

	c)
	Were your recommendations addressed by the Programme Team?


	
	
	


Comments

____________________________________________________________
4.1
Please detail any recommendations to be addressed as a matter of urgency
4.2
Please detail any recommendations to be addressed over a longer period of time
5
Further Comments

____________________________________________________________
Please add any further comments on the course or programme and its assessment processes, 

identifying any particular areas of strength or areas for development.

EXTERNAL EXAMINER CONTACT DETAILS

Please confirm your contact details

Name:

Address:

Telephone:

Email:

Signature ………………………………………………..  Date  ……………………….
(if you have an electronic signature, please include it)
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External Examiners - Fee Claim Form

	Name
	

	Address
	

	School
	

	Programme
	

	Level
	undergraduate/postgraduate (delete as applicable)


The following details are required to help us calculate your fee. If you are unsure, leave blank and we will use our own records.
	
	
	office use only

	Attendance at Boards of Examiners (number of days or part days)
	
	

	Number of Boards of Examiners attended by telephone / video conferencing
	
	

	Number of modules (in credit points) for which responsible 

throughout the year

	
	

	Number of postgraduate dissertations/projects examined (Note 1)


	
	

	Number of viva voce examinations conducted (Note 1)
	
	


Notes

1. A dissertation/project may include a viva voce examination. This category will normally only be applicable to postgraduate programmes.

2. Fee Claim forms should only be submitted once per academic year.

3. Claims for reimbursement of travel and subsistence expenses should be made on a separate form. Such expenses may be claimed immediately after each visit.

4. On completion by the external examiner, this form should be submitted together with the annual report. Authorisation will normally take place on receipt of a satisfactory report from the external examiner.

I confirm that the external examiner named above has completed his/her duties for the academic session, and that I have received a satisfactory report from him/her.

Dean of School: ___________________________                    Date: ____________

-------------------------------------------------------------------------------------------------------------------------------------------

Finance Office use only

Total fee payable: ____________   

Budget code: ____________________


