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Learning and Teaching Committee is asked to approve amendments to the Code of Practice on External Examining – Taught Programmes as set out below.  These minor amendments follow from a review by PQ Team of existing procedures for handling external examiners’ reports, including the administrative procedures for logging and tracking the receipt of reports and departmental responses.  Some of the detailed administrative procedures, such as the exchange of information between offices, have been omitted as it is considered unnecessary for them to be published in the Code of Practice.

The procedures are set out in Section 36 of the Code of Practice.

36. 
The following procedures will apply in handling reports submitted by external examiners to the University Student Records & Examinations Office (SRE).


(i) Copies will be sent to the Head of the relevant Department and the Head of the Programme Quality and Teaching Partnerships Office (PQTP).

Academic Department


(ii) The HOD will arrange for the report to be considered by the Departmental Teaching/Programme Committee, or a full departmental staff meeting if appropriate, and actions will be agreed for the future.  If the report raises major issues, the HOD is advised to consult the AD(T) before a response is sent.
(iii) The HOD will send a formal reply to the external examiner detailing actions taken or planned; or, if the external examiner has raised no issues, formally acknowledging receipt of the report. 

(iv) A copy of the reply will sent to the SRE; if the reply is merely a formal acknowledgement of receipt of the report, the department need only inform the SRE to this effect.
(v) The report and reply will be tabled at the next departmental staff meeting for the record and for further action if necessary. 

(vi) The report and reply will be discussed at the next staff/student committee meeting involving student representatives of the programme/s concerned.
(vii) Copies will be retained in the department for inclusion in the next Annual and Periodic Programme Reviews.

PQTP Office, AD(T)s, Programme Quality Team and the Quality Enhancement Officers

(viii) The Head of PQTP (or other administrative members of PQTP) will read the external examiners’ reports and mark up any critical comments with a highlighter pen, and send the marked-up reports to the AD(T)s.  This will be done as soon as possible after the reports arrive.
(ix) PQTP will draw the attention of the relevant AD(T) to any external examiner’s report that appears to raise a major issue and the AD(T) will decide whether to pursue the issue with the HOD concerned before a departmental response is sent to the external examiner.

(x) PQTP will produce in the course of the year an analysis by theme of external examiners’ critical comments and this will be submitted for consideration by the PQ Team or a sub-group of PQT, including the AD(T)s, chaired by the PVC(T).
 (xi) PQT will recommend any further action and provide feedback to departments as deemed necessary. 
(xii) The AD(T)s and the Faculty QE Officers will receive copies of external examiners’ reports and departmental responses as part of APR and PPR documentation.  The AD(T)s’ APR reporting template will require them to signify that they are satisfied that issues raised have been addressed.  The QE Officers’ APR reports may make reference to issues mentioned in external examiners’ reports as examples of effective practice.  PPR panels will be mindful of the same points when reporting.
SRE Office
(xiii) At an agreed point in the course of the year, SRE will provide the Head of PQTP and the AD(T)s with an up-to-date list of external examiners, and the programmes/modules for which they are responsible, divided into Faculties and with UG and PGT listed separately.

(xiv) SRE  will  log reports received from external examiners and pursue outstanding reports;

(xv) SRE  will also  log departments’ responses to external examiners’ reports  and AD(T)s will be alerted at intervals to any responses outstanding.

