EXTERNAL EXAMINERS
Role and appointment
Every programme must have an external examiner. This person will:
 provide an independent check on marking and academic standards;
 provide advice on assessment and the curriculum;
 submit an annual report evaluating the programme’s strengths and areas
for development.
The examiner should be somebody with academic experience, knowledge of UK
Higher Education and (for professional courses) knowledge of the profession. The
Collaborative Academic Lead (CAL) is responsible for dealing with the QMU
appointment process.
Liaison with the External Examiner
You should expect to liaise with your external examiner about the following matters:
1. When the examiner is first appointed you should write to them to introduce
them to the course, sending a copy of the definitive programme document so
they can understand how it all fits together.
2. You will need to agree dates of exam boards with the examiner and tell them
when they can expect work to look at.
3. You must send draft essay questions and exam papers to the examiner
before they are given to students. The examiner may be able to offer
suggestions for improvement.
4. You will send samples of marked work before the exam board (see below)
5. It is a good idea to consult the examiner about any changes to the
programme you are thinking of making. They are experts in their field and will
know whether your proposed changes make sense.
Sending work to the Examiner
Once marking is complete (including internal moderation), work must be sent to the
external examiner to moderate. Ideally, work should be sent at least ten working days
before the exam board to give the examiner time to look at it properly. Occasionally
an examiner may prefer to look at work on site when they visit – it is important to
check with the examiner about their preference.
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When sending work the examiner should be provided with:
 the assignment as set to students, with any guidelines provided;
 a sample of assessments*;
 a full module mark list;
 copies of the first marker’s feedback to students;
 copies of any comments from the second marker;
 marking criteria or model answers
* When there are eight or fewer students all the assessments should be sent. When
there are more, the following guidelines apply:
 The minimum sample is six scripts. For large cohorts, the minimum sample
is the square root of the total number of students (rounded up).
 Send one script from each grade (70+%, 60-69%, etc)
 Send all borderline fails.
Your CAL and the Collaborations Team in the School Office will advise you about the
process to be followed for sending work to the examiner.
The external examiner may make suggestions as to changes to marks but only the
module marker can decide to change marks before the Board of Examiners. This is
because only the module marker will have seen and ranked all the scripts and will
therefore be able to judge whether other scripts of a similar quality need to be regraded. If the examiner is determined to change marks he or she must view all
scripts in the cohort to ensure equity.
External examiner’s report
The examiner’s annual report will be sent to the partner institution for a response.
Usually, examiners raise at least some queries or put forward suggestions for
improvement. The programme team must reply to the examiner, explaining what
changes they have made or plan to make, or justifying why they feel no change is
appropriate. The response must be sent to Governance and Quality Enhancement
and the Dean of School within eight weeks as part of QMU’s ongoing quality
assurance. This allows the University to reassure itself that any issues are being
addressed.
It is important that your response to the examiner contains specific actions so the
examiner can follow up on progress the following year.
See the template for responding to an external examiner.
See also the Collaborations Manual – external examining
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