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1.0 Introduction

1.1
The External Examiner system is an important component of UK Higher Education quality assurance arrangements. It offers institutions, including Queen Margaret University, assistance in ensuring that the standards of degrees and other awards can be calibrated across institutions, as well as providing an external mechanism for monitoring fair practice in the assessment of students’ performance.

1.2 
External Examiners assist Queen Margaret University in the discharge of its programmes. In particular, they provide Queen Margaret University with informed and appropriate external reference points for the comparison of academic standards and offer independent, objective and impartial judgements on a range of matters. They also provide professional advice and expertise in the form of findings and reports, which are given serious consideration. In this way, External Examiners contribute significantly to the enhancement of quality in learning, teaching and assessment.

1.3 Within this context, the External Examining system has three main purposes:

· Assisting Queen Margaret University in the comparison of academic standards across awards and award elements;

· Verifying that standards are appropriate for the award or part thereof for which the External Examiner takes responsibility;

· Ensuring that the assessment process is sound and fairly operated in the marking, grading and classification of student performance in line with the institution’s published policies and regulations.

1.4 Each programme that leads to an award of the University must have one or more External Examiner(s).

2.0 Criteria for External Examiners

2.1
The following criteria are intended to ensure that only those with appropriate experience and expertise are appointed to act as External Examiners.

2.2 External Examiners should normally:

· Possess appropriate levels of expertise and experience in relation to the programme to be examined;

· Be capable of performing the range of duties required of the role;

· Have demonstrated capacity to command authority in the field and the respect of colleagues;

· Have sufficient recent examining experience, preferably having already acted as an External Examiner, or have comparable related experience, to indicate competence in assessing students in the specialist area concerned. Normally, someone without direct experience of acting as an External Examiner will only be appointed if there is an experienced External Examiner already on the Examining Team or if the Examiner is selected from a narrow and specialist field of expertise.

2.3 In normal circumstances, the University will ensure that:

· There are no existing links between the proposed Examiner and the programme/Division;

· There is no reciprocal external examining between programmes or Divisions/departments;

· External Examiners are not replaced by an individual from the same institution;
· External Examiners are not replaced by a nominee from the same institution that has been the source of Examiners in the recent past (normally five years);

· Former University students, members of staff, governors, Examiners of a related Queen Margaret University programme, validation or review panel members in the recent past (normally five years) will not be appointed;

· External Examiners simultaneously holding more than the equivalent of three substantial undergraduate External Examining appointments will not be appointed

2.4 In cases where there is more than one External Examiner for a programme, there should be an appropriate balance and expertise in the team of External Examiners, including:

· Examining experience;

· Academic and professional practice;

· A range of academic perspectives.

2.5
When there is more than one External Examiner for a programme, there should not be more than one Examiner from the same institution on the team.

2.6
Normally appointed for four years and three months, exceptionally extended to six, an Examiner cannot be re-appointed unless at least five years has elapsed since the end of his/her last term of office.  A re-appointment follows the same procedures as those for a first appointment.

2.7 A full list of Examiners is available from the Academic Registrar/Director of Academic Development and Student Affairs.
3.0 Appointment of an External Examiner

Figure 1 summarises the three steps of Appointing an External Examiner

FIGURE 1

The Three Steps in Appointing an External Examiner
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3.1 Step 1 – Nominations

The Programme Committee submits the ‘Appointment of External Examiner’ form to the appropriate School Academic Board.  

3.2 The School Academic Board considers nominations in respect of External Examining appointments for undergraduate and postgraduate degree programmes. This should occur at least eight months prior to the start of the academic year in which the tenure is to begin.

3.3 The School Academic Board may seek further information on the nomination, therefore Programme Committees are advised to submit proposals within this time-scale, in case this should this occur.

3.4 Step 2 – Recommendation to the Learning and Teaching Panel
The School Academic Board recommends the appointment to the Learning and Teaching Panel, which reports directly to the Student Experience Committee.  The Learning and Teaching Panel may approve, reject, or request further information.
3.5
Step 3 – Appointment
The Learning and Teaching Panel approves the appointment on behalf of Senate.  Appointments are reported through the minutes of the Student Experience Committee.  Typically, Examiners are appointed at least five months prior to the start of the academic year in which the appointment is to take place.  
3.6 For programmes following the standard QMU academic year, appointments will normally be made for a period of four years and three months, from September to December of the final year to allow a three month overlap on appointments.  The initial period may be less and may be extended to a maximum of six years.  External Examiners’ period of tenure should normally allow the Examiner to assess four successive cohorts of students.

3.7 For a new programme, the period of appointment will normally be such as to allow the External Examiner to follow the first cohort of students to graduation.

3.8 Where more than one External Examiner is appointed, the periods of appointment should overlap to facilitate continuity.

3.9 Once an appointment has been approved by LTP on behalf of Senate, the Quality Enhancement Unit (QEU) will issue a formal letter of appointment, together with the necessary forms and the link to the Handbook for External Examiners. Further information for External Examiners and training materials are published on the QMU website (www.qmu.ac.uk/quality/ee)
4.0
Extension of an External Examiner Appointment

Figure 2 summarises the three steps in extending an External Examiner’s period of tenure or reallocating duties.
FIGURE 2

The Three Steps of Extending an External Examiner appointment or reallocating duties
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4.1 Step 1 – Application for Extension or Reallocation
The Programme Committee submits the Extension of Appointment/Reallocation of Duties form to the appropriate School Academic Board.  

4.2 Step 2 – Recommendation to the Learning and Teaching Panel
The School Academic Board considers the application for extension and makes a recommendation to the LTP. This should occur at least eight months prior to the expiry of the current contract.

4.3 School Academic Boards may seek further information about the recommendation and Programme Committees are therefore advised submit the form as early as possible to allow for extra time, in case this should occur or in case the application is denied.

4.4 Step 3 – Appointment
The Learning and Teaching Panel approves the extension or reallocation on behalf of Senate.  Appointments are reported through the minutes of the Student Experience Committee.  Typically, extensions and reallocations are agreed at least five months prior to the conclusion of the original contract.

4.5
Appointments, including extensions, may be for a maximum of six years.  The maximum length of the extension, therefore, depends on the length of the original contract of appointment.

4.6
Once an extension or reallocation has been approved by LTP on behalf of Senate, the Quality Enhancement Unit (QEU) will notify the External Examiner.

5.0
Duties of an External Examiner

5.1 External Examiners employed by the University are expected to undertake all the duties and responsibilities required of them to the best of their abilities. In particular, Examiners are expected to:

· Respect the confidentiality of Board of Examiners meetings and of materials that they assess in particular, of projects and dissertation work, details of which shall not be disclosed to any third party without prior permission;

· Comment by the deadline specified on draft examination papers or other proposed forms of assessment referred to them;

· Attend all Board of Examiners meetings at which their attendance is required;

· Submit, no later than three weeks after the semester two meeting of the Board of Examiners, an annual report to the Principal of the University that addresses, substantively and appropriately, issues identified under External Examiner’s Report.

5.2 To this end the duties of an External Examiner are:

· To be a full member of the Board of Examiners, and to attend those meetings at which final awards are determined;

· To ensure that the recommendations of the Board are consistent with the aims and curriculum of the programme, with Queen Margaret University requirements, and with good practice in Higher Education;

· To review the work of all students recommended for failure or for the highest available category of the award, and to sample student work from each category of award;

· To assess and comment on draft assessments, examination papers and guide marking schemes (where applicable);

· To submit an annual report for each programme examined;

· To moderate the work of the internal examiners ensuring that the relative placing of students is fair and impartial.

5.3 External Examiner’s Report

5.3.1 External Examiners are required to report annually to the Principal of the University on the conduct of assessment. See Quality Assurance and Enhancement documents, for full details on the content of the External Examiner’s report.

5.3.2 It is critical that External Examiners submit their reports and forms no later than three weeks after the semester two meeting of the Board of Examiners each year. External Examiners give important feedback on the operation of programmes and timely receipt of reports allows the University to take early action to address any issues raised. 

5.3.3 The Quality Enhancement Unit is responsible for acknowledging receipt of reports from the External Examiner, and for circulating copies of the report to the relevant Programme Leader, Head of Division and Dean of School.

5.3.4 External Examiners reports are considered by Programme Committees at the start of the academic session.  Programme Leaders are responsible for responding annually to the External Examiner’s report and should take appropriate action in response to any issues identified.  If the matters raised by the External Examiner are serious, they will need to be addressed immediately.  Otherwise, they can be dealt with as part of the Annual Monitoring process.  In either case, the Programme Leader should reply to the External Examiner indicating how recommendations and comments will be addressed and citing appropriate timescales for action to be taken.  
5.3.5 Programme Leaders are also required to report on issues raised and action taken in response to External Examiner reports through the Annual Monitoring process.

5.3.6 Responses to External Examiners should be forwarded to the Quality Enhancement Unit within eight weeks of receipt of reports.  A copy of each response will be sent to the Dean of School for approval by the Quality Enhancement Unit.  Following the Dean’s approval, the Quality Enhancement Unit will forward the response to the Examiner. 
5.3.7 Deans of School are ultimately responsible for ensuring that External Examiners’ reports are properly considered and, where appropriate, acted upon, and for ensuring the External Examiner is informed of any action to be taken as a result of the report.  Where relevant the Dean of School will also ensure that the External Examiner is advised of the reason recommendations have not been acted upon.

5.3.5
The Quality Enhancement Unit is responsible for co-ordinating the preparation of an annual report on issues raised within, and responses to External Examiner reports. This report is considered by the Student Experience Committee, which has responsibility for ensuring that issues with institutional implications are addressed or remitted to other committees as appropriate. Issues with implications on a School level are dealt with separately through the Annual Monitoring process.
5.4 Advisory Role

The External Examiner may also, at the discretion of the Programme Committee, be asked to advise on:

· The operation of the programme;

· The design of the continuous assessment components of the programme.

5.5 Reallocation of Duties

In instances where there is more than one External Examiner for a programme, duties are divided as detailed in their contract. There may be times when agreed duties need to be reallocated between Examiners. Approval for the reallocation should follow the procedures for extension of appointment set out in paragraphs 4.0 to 4.6 in this section. The External examiner extension or reallocation of duties form is used.
6.0 Information for External Examiners

6.1
The effectiveness of the External Examining system is dependent on a number of things, not the least being that the University makes explicit:

· The aims of its system of External Examining;

· The roles and duties of the External Examiner;

· The particular outcomes expected as a result of the External Examining process.

6.2 Institutional information for External Examiners will be provided by the Quality Enhancement Unit, while programme specific information will be supplied by the relevant Division.

6.3 To assist and enable External Examiners to perform their role effectively, all Examiners must be thoroughly briefed to ensure that they are aware of:

· The expectations of Queen Margaret University regarding their role;

· Regulations governing the programme being examined, including marking practices (e.g. double marking, moderation by sample); arrangements for the sampling of scripts and other assessable work contributing to the final award; including student presentations;

· Assessment structures, assignments and examination papers in relation to agreed learning objectives/outcomes;

· Grading criteria and marking schemes;

· Arrangements for the access to any work contributing to the final award so as to have evidence that the internal marking has been carried out according to the marking schemes and the classifications are of an appropriate standard;

· Principles governing the selection of candidates for viva voce examinations: note that additional viva voce examinations involving External Examiners should not be used in consideration of borderline cases.  
· Their authority and role, particularly in relation to the Board of Examiners.

6.4 All new External Examining appointees will receive the following:

· An opportunity to visit the University to meet with staff and, if possible, students before formally taking up the role. This is particularly important where Examiners are appointed from outwith the Higher Education sector;

· Details of the programme to be examined, its place in the University’s overall portfolio, and its main elements and awards;

· Material which sets out the educational intent, learning outcomes, marking schemes, assessment strategies and descriptors of grade/classification criteria. This may take the form of the student handbook, programme specification or the definitive programme document;

· Copies of the reporting pro-forma they will be required to complete, with explicit instructions as to whom it should be sent;

· Information as to how and when they will receive feedback on any action taken as a result of their report;

· A copy of the External Examiners’ Handbook.

6.5 Queen Margaret University will ensure that all of its new External Examining appointees are sent the briefing and induction material outlined above.

6.6 This material is in addition to the formal letter of appointment outlining, in general terms, their duties and fee payment arrangements. This letter is issued to all new appointees from the Quality Enhancement Unit.

6.7 Examiners established in their post will receive updated briefing material on an annual basis, prior to the final assessment diet each year.  This will, as a minimum, include:

· Board of Examiners’ schedule;

· External Examiners’ report form;

· External Examiners’ Expenses/Fee claim forms:

· A copy of relevant sections of the University’s Governance and Regulations;

· Any material updated since the previous assessment diet.

Materials to support External Examiners in their role are available on QMU’s Quality website (Queen Margaret University External Examiners)

7.0 Rights of an External Examiner

7.1
An External Examiner shall have the right to take any steps necessary for the proper discharge of his or her duties.

This includes:

· To have access to all assessed work;

· To amend draft assessments and examination papers or to add examination questions in consultation with the appropriate internal examiners;

· To withhold his or her endorsement of any recommendation by the Board of Examiners;

· To have submitted by the Board a report to the Student Experience Committee on any issue wherein the External Examiners do not accept the majority view of the Board.

8.0 Resolving Disagreements

Should an External Examiner or the Programme Committee feel that, despite reasonable and timely requests, the other is failing, for no good reason, to comply with the letter or spirit of this Handbook, concerns can be referred to the School Academic Board.  This can be done separately from the normal annual report.  The Board will inquire into the matter(s) raised and report back to the External Examiner and Programme Committee as soon as possible.  Additionally the School Academic Board will make a report to Senate on any action necessitated by this issue.

9.0 Payment of External Examiners

9.1
Fees and expenses claim forms are obtained from the Quality Enhancement Unit or the Quality website at http://www.qmu.ac.uk/quality/fm/externalExaminer.htm.
9.2 All correspondence relating to fees and expenses should be addressed to the Quality Enhancement Unit at the generic email address: ExternalExamining@qmu.ac.uk
9.3 No claims in respect to Examining fees will be processed unless there is evidence of an External Examining report having been forwarded to the University.

10.0 Resignation of an External Examiner

10.1
An External Examiner may choose to resign prior to the completion of their contract.  A minimum of six months notice is required, and the Examiner must complete the academic year in order to maintain continuity of assessment. Exceptions to this are possible, with good reason, but require the approval of Senate.  Letters of resignation should be addressed to the Principal of Queen Margaret University.

11.0 Termination of an External Examiner’s Contract

11.1
The University reserves the right to terminate the contract for service of any External Examiner if, in the opinion of Senate, there has been any breach of confidentiality on the part of the Examiner. Contracts may also be terminated where External Examiners are deemed to be performing at a significantly inadequate standard in the context of this Handbook.

The Programme Leader identifies a suitable Examiner, and obtains approval of Programme Committee. The Programme Committee submits the nomination to the School Academic Board for consideration.





The School Academic Board recommends the appointment to the Learning and Teaching Panel (LTP) reporting into the Student Experience Committee (SEC).





The LTP considers the appointment and reports decision to Senate through the SEC minutes.





LTP considers the extension or reallocation and reports decision to Senate through SEC minutes





The School Academic Board recommends the extension or reallocation to the Learning and Teaching Panel (LTP) reporting into the Student Experience Committee (SEC).





The Programme Committee submits the ‘Extension of Appointment/Reallocation of Duties’ form to the School Academic Board for consideration.
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