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	External examiners – role and responsibilities


	ORIGIN

	Note on organisation


	

	External examiners and external programme assessors
	

	1. The University makes a distinction between the roles of external examiner and external programme assessor.  

	LU CoP
Reg XXII

	2. An external examiner must be appointed for each module that contributes to a degree or other award.  In practice therefore several different external examiners are normally involved in the assessment process for each programme, each one of them having responsibility for a number of modules.  Normally, one of the external examiners will be invited – usually at the time of initial appointment - to act in the role of external programme assessor, who has responsibility for taking an overview of the programme as a whole: this will typically be the external examiner covering the widest range of modules.  If there is only one external examiner associated with a programme, that person will also take the role of external programme assessor.

	LU CoP
Reg XXII

	3. The external examiner approves the results for the individual modules for which he/she is responsible; the external programme assessor approves decisions made collectively by the Programme Board which meets at the end of the programme or programme part, including decisions on awards to graduating students.


	LU CoP

	Membership of Programme Boards, PG Review Boards and attendance 
	

	4. External programme assessors are regarded as full members of any Programme Board concerned with the assessment of a programme or programme part for which they are responsible.  The external programme assessor for an undergraduate programme must attend the final year Programme Board.  The external programme assessor for a postgraduate programme must attend the Programme Board for that programme.  

	LU CoP
Reg XXII

	5. In the case of postgraduate taught programmes, Review Boards are in operation in addition to Programme Boards.  External examiners and external programme assessors are full members of the Review Boards concerned with the assessment of the modules for which they are responsible, but are not bound by quoracy rules to be present.  


	LU CoP
Reg XXII

	Extent of external examiner involvement at UG level
	

	6. External examiners and external programme assessors are not involved in the assessment of undergraduate modules taken by students in Part A (first year) or expected to attend Programme Boards for Part A but the external programme assessor must nevertheless approve any Programme Board decision to award a CertHE on the basis of a student’s performance in Part A.


	LU CoP
Reg XX

	In the remainder of this document ‘external examiner’ refers to external programme assessors and external examiners alike, unless otherwise indicated, and in line with 6 above, it is not applicable to Part A of undergraduate programmes.
	

	Responsibilities of external examiners


	

	Core role

7. The core role of external examiners is to help the University to assure the quality of student assessment processes and maintain the academic standards of its awards.


	New 

statement

	Approval of written examination papers
8. External examiners must be asked to approve all draft examination papers (having regard to the level, range, design and structure of questions set) together with model answers and marking schemes where appropriate.  


	LU CoP


	Sampling of student work
9. External examiners are entitled to see any examination scripts, dissertations, project reports, assessed coursework (including work submitted for the award of the Diploma in Industrial Studies, etc) in order to reach judgements on standards and consistency of internal marking.


	LU CoP

	10. They will normally be provided with a sample of student work across a range of results.  They should agree with the department concerned a basis (method and extent) for sampling student work, to ensure they have sufficient evidence.  They must always see a sample of work where a module is assessed by coursework alone.


	LU CoP
Reg VII

	Approval and adjustment of marks
11. External examiners must approve marks for all modules before they are considered by Programme Boards or Review Boards (in the case of postgraduate taught programmes).  Provisional module marks may be published before being approved by the relevant external examiner (typically for semester one modules), but our procedures require that approved module marks are presented to the Boards for confirmation and that no changes are made at that stage, except in the light of a claim of impaired performance or a viva voce examination.  External examiners should therefore receive the proposed marks from the internal examiners in sufficient time to allow them the opportunity to suggest any mark adjustments before the formal Board meeting, thus giving time for debate and the introduction of any revised marks as agreed.  


	Reg XX, XXI
LU CoP

	12. Any mark adjustments suggested by an external examiner from seeing a sample of scripts or other assessed work must be reflected in similar adjustments to scripts or other assessed work not included in the sample.


	LU CoP

	Impaired performance claims
13. Procedures for dealing with claims of impaired performance require students to submit claims for consideration by an ‘impaired performance panel’ within the department, which meets in time to make recommendations to the relevant Programme Board or Review Board (postgraduate taught programmes only): external examiners are not normally involved in the panel but are encouraged to scrutinise a sample of the panel documentation.


	Reg XVII

New statement

	Difficult cases
14. External examiners may from time to time be asked to help resolve a case where first and second internal markers have found it difficult to arrive at an agreed mark.


	New statement

	Condonement of marginal failure
15. Regulations for undergraduate awards permit Programme Boards to condone marginal failure in certain very specific circumstances.  One condition is that an appropriate external examiner must approve the condonement having regard to national standards in the discipline.  


	Reg XX

	Signing off the pass list
16. The external programme assessor must sign the pass list emanating from any Programme Board at which they are present (along with the Chair and the independent board member).  


	Reg XX, XXI

	Meeting students
17. External examiners may ask to meet students to assist with their understanding of a programme and the way in which it operates, but this is not part of the student assessment process.  (They are asked to bear in mind also that Programme Boards are normally held outside term time.)


	New statement

	Reporting
18. All external examiners must submit a report which is in two parts: an internal University report for which a standard pro forma is provided and a summary of findings using the national Teaching Quality Information (TQI) template.


	Reg XX, XXI, LU CoP, appt letter

	19. The external programme assessor will subsequently be asked to endorse a composite summary of findings for publication on the TQI web-site, compiled by the department from the TQI summaries submitted by all the external examiners contributing to the programme(s) concerned, including those appointed by other deparments.


	Appt letter

	Viva voce examinations
20. Viva voce examinations may be called ‘at the instigation of the Chair of the Programme Board’ or designated deputy prior to the relevant Programme Board. The Chair would normally consult with the external programme assessor.  The external programme assessor will be a member of the viva voce panel if the Programme Board will be making awards; any external examiner may be co-opted to membership.


	Reg XX, XXI, VII

	Involvement in matters outside the assessment process 
21. External examiners are not required to participate in the University’s Programme Review process.  External examiners should be aware however that their annual report will be included in the documentation considered during the Annual Programme Review along with the department’s response.  Reports from each of the last three years are considered during Periodic Programme Review.


	New statement

	22. External examiners may be asked from time to time to comment on new programme developments.  The University’s approval procedure requires departments to obtain an external view which may be from within the HE sector or from an industry/employer perspective. 
	New
statement


