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PREAMBLE  

 

The External Examiner system is the principal external means, on a continuous basis, for 

assuring the maintenance of quality, academic standards and comparability across the 

HE Sector. The contribution of the External Examiners is integral to procedures for 

monitoring and maintaining academic standards. It is therefore essential that all 

programmes have an approved External Examiner. Any new External Examiners must be 

in place prior to the start of the academic period for the relevant programme. 

 

This guidance document has been written to aid clarity regarding certain processes 

involving External Examiners. The document outlines the following processes and 

includes answers to some frequently asked questions: 

 

1. External Examiner nomination process 

 

2. Guidance on communication with External Examiners at the start and throughout 

their tenure including access to the Virtual Learning Environment and requirements 

relating to attendance at the Board of Examiners 

 

3. External Examiner annual report and response process 

 

4. General FAQs 

 

It is intended that an updated version of this document will be disseminated at the start 

of each academic year. 

 

This document is not intended to replace the information presented within the Quality 

Manual, Regulation & Credit Framework for the Conferment of Awards, Assessment 

Procedures or External Examiners Handbook. It is simply a condensed guide to provide 

clarity on the above processes and should be read in conjunction with the 

aforementioned documents. 

 

Quality Manual  

 http://www.canterbury.ac.uk/quality-and-standards-office/quality-manual.aspx  

 

Regulation & Credit Framework for the Conferment of Awards 

http://www.canterbury.ac.uk/quality-and-standards-office/regulation-and-policy-

zone/regulation-and-credit-framework.aspx  

 

Assessment Procedures 

http://www.canterbury.ac.uk/quality-and-standards-office/assessment-procedures.aspx 

 

External Examiners handbook  

http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/external-

examiners.aspx    

 

 

  

http://www.canterbury.ac.uk/quality-and-standards-office/quality-manual.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/regulation-and-policy-zone/regulation-and-credit-framework.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/regulation-and-policy-zone/regulation-and-credit-framework.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/assessment-procedures.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/external-examiners.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/external-examiners.aspx
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1.1 EXTERNAL EXAMINER NOMINATION PROCESS 

 

GENERAL INFORMATION 

 

Whilst the nomination of an External Examiner for a taught award is the responsibility 

of the Head of School concerned, in consultation with the Programme Director, the 

Education and the Student Experience Committee appoints External Examiners for 

taught programmes. Appointments are made for a period of four years maximum.  

 

Heads of Schools and Programme Directors should consider the replacement of External 

Examiners at the beginning of the last year of the current externals tenure. The 

nomination of the new External Examiner or, in exceptional circumstances, the 

application for extension of the existing External Examiner should be made at least in 

time to ensure that approval can be given by the Education and the Student Experience 

Committee in the last academic semester / term of the current external. Heads of Schools 

and Programme Directors are supplied with information regarding final year External 

Examiners by their Faculty Director of Quality and can always check with the FDQ 

regarding the status of the External Examiner. 

 

You should leave at least six months to get the nomination processed, as the process is 

dependent on a number of stages of approval. 

 

Before making a nomination, the Head of School should contact the prospective 

nominee informally to ensure that he or she is willing to serve, while making it clear that 

the appointment will require University approval and final confirmation will follow after 

some time. 

 

OVERVIEW OF NOMINATION PROCESS 

 

 ACTION COMMENT 

1 

 

Head of School / Programme Director 

review list of External Examiners to 

identify those who are in their final 

year 

 

List provided by QSO via FDQs in 

September of each academic year and 

subsequently on a monthly basis 

2 

 

Head of School / Programme Director 

identify nominee and complete the 

following documentation: 

- Nomination form (the External 

Examiner Fee Calculation Form 

that is incorporated into the 

nomination form must be 

completed as part of this ) 

Forms located here: 

http://www.canterbury.ac.uk/quality-

and-standards-office/external-

examiners/nomination-and-

approval.aspx 

http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/nomination-and-approval.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/nomination-and-approval.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/nomination-and-approval.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/nomination-and-approval.aspx
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- Attach the Curriculum Vitae of 

the nominee 

3 

HoS to send form and Curriculum 

Vitae to FDQ for their consideration.   

 

Where the FDQ supports the 

nomination, they will send it on to 

external-examiners@canterbury.ac.uk, 

copied to PD. 

 

Where the FDQ has concerns with the 

nomination, they will liaise with the 

PD to either resolve the matter or to 

request an alternative nomination be 

sourced. 

 

Forms must be signed by PD, HoS and 

FDQ or they will be returned 

 

 

A CV must be included otherwise the 

form will be returned 

 

 

The most up-to-date version of the 

form must be used otherwise the 

form will be returned 

 

 

The forms must use the validated 

award and programme title 

 

4 

 

QSO acknowledge receipt and send 

form/CV to External Examiner 

appointments panel 

 

If no acknowledgement is received 

within 2 weeks then the PD should 

check if the forms have been received 

by QSO 

5 

 

The External Examiner Appointments 

Panel recommendation for approval 

reported to the Chair of the Education 

and the Student Experience 

Committee 

 

 

6 

 

The Chair of the Education and the 

Student Experience Committee to 

consider on behalf of the committee 

 

 

7 

 

Following approval by the chair of 

Education and the Student Experience 

Committee, nominee notified by QSO 

and asked to return acceptance slip 

 

 

8 

 

On return of acceptance slip QSO 

notify HoS/PD/FDQ that process is 

complete 

 

mailto:external-examiners@canterbury.ac.uk
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TIMELINE  

 

An External Examiner must be in place prior to the start of the academic year in which 

their term of office commences. 

 

As the process involves a number of different stages, you should allow at least six 

months to get the nomination approved.  This will allow time for a replacement 

External Examiner to be nominated and approved should the first nomination prove 

unsuccessful.   

 

EXTENSION TO EXTERNAL EXAMINER TERM OF OFFICE  

 

In exceptional circumstances programmes may apply to extend an existing External 

Examiners contract for a further year to maintain continuity. This extension may be 

granted by the Education and Student Experience Committee following consideration 

of the rationale, which must clearly identify the exceptional nature of the request.  

 

To give some examples, where a programme is in ‘teach out’ with only 1 year remaining, 

it would be considered appropriate for continuity reasons that the external examiner 

should be maintained until the programme is closed.  Extending an external examiner’s 

term of office for a further year as the programme is due to go through Periodic 

Programme Review the following year however is not an acceptable reason for an 

extension of contract.   

 

EXTENSION TO EXTERNAL EXAMINER DUTIES 

  

Please ensure it is clearly identified if the additional duties will necessitate a separate 

annual report or if comments will be included in the existing report submitted by the 

External Examiner (for example the additional duties may be examining a new Pathway 

within an existing Programme which the External Examiner already reviews).  

 

**Please note that an application to extend duties does NOT extend the EE contract 

beyond their original term of office** 

 

In the event that a programme team wishes to apply for an extension to an External 

Examiner’s term of office or extend their duties, the standard nomination process and 

timelines should be followed (as outlined above). The Extension of EE form should be 

used in both scenarios with the relevant part(s) of the form completed:  

 

http://www.canterbury.ac.uk/quality-and-standards-office/external-

examiners/nomination-and-approval.aspx 

 

FREQUENTLY ASKED QUESTIONS 

 

How will I know that a nomination / extension has been approved? 

The HoS/PD/FDQ will receive acknowledgement that the appropriate documents have 

been received within 2 weeks of submission to QSO. Once the approval has been 

http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/nomination-and-approval.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/nomination-and-approval.aspx


5 

 

through the University approval process the nominee will be asked to confirm 

acceptance. The HoS/PD/FDQ will then receive a confirmation email once acceptance has 

been received from the EE to complete the process. 

 

Can I nominate the External Assessor from the validation event as the External 

Examiner? 

Yes, however it must be noted that if the School wishes to nominate an external assessor 

from the validation event as the External Examiner, that person should not be 

approached until after he or she has completed his or her role as external assessor.  This 

includes, where relevant, considering the response to conditions and recommendations.    

 

How will I know that the tenure of an External Examiner is about to end? 

The appointment of External Examiners is the responsibility of Heads of Schools and it 

is expected that Programme Directors and Heads of School will be aware of the start 

and finish dates of the term of appointment of their External Examiners. Should the PD 

change, information regarding External Examiners should be handed on to the new PD.  

 

In addition, the Quality and Standards Office will compile a report outlining, inter alia, 

those External Examiners whose term of office ends during that academic year. This 

report will be sent to the Faculty Director of Quality on a monthly basis, which will 

enable Faculties and Schools to take appropriate steps to ensure that all gaps are filled. 
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1.2 GUIDANCE ON COMMUNICATION WITH EXTERNAL 

EXAMINERS AT THE START AND THROUGHOUT THEIR 

TENURE 

 

OVERVIEW 

 

On appointment, each External Examiner should be provided with the necessary 

information to undertake the responsibilities outlined in the contract. The Quality and 

Standards Office run an induction event three times per year. Programme Directors are 

requested to attend the induction event that their new EE is attending in order to 

provide a briefing regarding the programme. 

 

The Quality and Standards Office carry out Right to Work checks at these events to 

ensure that all External Examiners have proof of right to work in the UK. No fee 

payments can be made to External Examiners until a Right to Work check has been 

carried out. 

 

Programme Directors should ensure that on the day of the induction visit External 

Examiners have the opportunity to meet with students and staff connected with 

the programmes.  

 

If a Programme Director is unable to attend the EE induction session it is vital that 

a programme briefing and opportunity to meet students is provided on another 

mutually convenient occasion. 

 

DATES FOR EXTERNAL EXAMINER INDUCTION EVENT 2017/18 

 Wednesday 18 October 2017 

 Wednesday 7 March 2018 

 Wednesday 16 May 2018 

 

Details of the induction event can be located here: 

 

http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/briefing-

events-for-external-examiners.aspx  

 

REQUIRED COMMUNICATION AT START OF TENURE 

 

When? What? 

On 

appointment 

The Programme Director shall send to each External Examiner on 

appointment:  

(i) a written statement about the place of the relevant 

examinations within the context of the  programme; 

(ii) a written statement about the organisation and phasing 

of relevant curriculum; 

http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/briefing-events-for-external-examiners.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/briefing-events-for-external-examiners.aspx
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(iii) information about the arrangements for examination of 

work and the meeting of Boards of Examiners; 

(iv) any programme specific information, including a copy 

of the Programme Specification for the programme;  

(v) a copy of the programme/course handbook for which 

the External Examiner is responsible. 

At the External 

Examiner 

induction event 

The Programme Director should brief the new External Examiner 

about the nature of the programme and its examination 

procedures.  The briefing should cover:  

(i) the intended learning outcomes of the programme and 

its courses or modules and how these meet the 

requirements of the benchmark statements, the UK 

Quality Code for Higher Education: Section A and other 

external reference points, as appropriate; 

(ii) the syllabuses and teaching methods;  

(iii) methods of assessment and marking criteria;  

(iv) the regulations for the programme including those 

concerned with compensation for failure and 

opportunities for reassessment;  

(v) dates of Boards of Examiners' meetings;  

(vi) the External Examiner's role in relation to the examining 

team as a whole;  

(vii) the extent of the External Examiners' discretion. 

 

It should be noted that upon return of the acceptance slip, the Quality and Standards 

Office will supply the External Examiner with reports of External Examiners for the 

previous three years for the programme concerned.  

 

REQUIRED COMMUNICATION IN RELATION TO BOARDS OF EXAMINERS 

 

When? It is the Programme Director’s responsibility to:  

 

 

At the start of 

each academic 

period 

 

(i) provide the External Examiner with dates of meetings 

of Boards of Examiners.  Dates should be announced 

at least 6 months before the meeting is to be held. 

 

Throughout 

year in relation 

to 

examinations 

 

(ii) provide the External Examiner with any draft 

examination papers for review and approval 

 

Throughout 

year in relation 

to submission 

of assessments  

 

(iii) provide the External Examiner with an agreed sample 

of assessed material, prior to the meeting of the Board 

of Examiners. Each sample should be accompanied by 

a covering note identifying the samples of assessment 
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 the External Examiner is being asked to consider, 

complete profile of marks/grades for the assessment, 

the assessment guidance provided to students, 

relevant assessment criteria and module evaluation 

(and any other relevant documentation).  Where the 

External Examiner is not able to physically attend the 

Board of Examiners that will consider the assessments, 

the External Examiner should also be provided with an 

External Examiner Board of Examiner report to 

complete.  This must be completed and returned by 

the External Examiner prior to the Board of Examiners 

taking place. 

 

 

Leading up to 

the meeting of 

the Board of 

Examiners 

 

(iv) make arrangements for the External Examiner to meet 

with students on the programme, where necessary.  

 

Following the 

meeting of the 

Board of 

Examiners 

 

(v) provide the External Examiner with an approved copy 

of the minutes confirming the outcome of the board. 

 

EXTERNAL EXAMINER ACCESS TO THE VIRTUAL LEARNING ENVIRONMENT  

 

The University Policy on External Examiner access to the Virtual Learning Environment 

(VLE) has changed for 2017/18.  External Examiner access to the VLE will now be given 

to all External Examiners to enable them to effectively carry out their duties and/or to 

facilitate access to the documentation required to enable them to effectively carry out 

their duties. 

 

The Quality and Standards Office will be responsible for ensuring External Examiners 

are set up with a Computing Account.  This will be done in one of two ways as 

follows: 

(i) Where there will be an opportunity to undertake a Right to Work check 

before the External Examiner needs to be given access to the Blackboard, the 

Quality and Standards Office will wait for the Right to Work check to be 

undertaken and then the External Examiner will be issued with their staff 

Computing account as allocated once the External Examiner is added to 

Payroll; 

(ii) Where an External Examiner will require access to Blackboard prior to their 

Right to Work check being undertaken (as the Right to Work Check cannot 

be undertaken until the Board of Examiner meeting for example), the External 

Examiner will initially be issued with a temporary Associate Tutor account.  
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They will then be transferred to their staff Computing account as allocated 

once the External Examiner is added to Payroll after the Right to Work check 

has been undertaken.    

 

The Quality and Standards Office will notify the Programme Director of the External 

Examiner’s user name.  It will then be the responsibility of the Programme Director to 

ensure the External Examiner is given access to the relevant VLE sites. 

 

Guidance is given to External Examiners on how to access samples of work on Turnitin 

both through guidance materials provided in the External Examiner Handbook and via 

a demonstration provided at the External Examiner Induction Event.   

 

An External Examiner may be given access to samples of student work via one of two 

methods as follows: 

(i) Full access is given to each module site enabling the External Examiner to be 

able to the work of all students on the module.  In this scenario, the 

Programme Director or nominee must provide the External Examiner with 

guidance on samples to review.  The External Examiner does have the right 

to review samples beyond the suggested sample but this should be their 

starting point.   

(ii) A separate site is set up solely for the External Examiner and the samples of 

student work that are to be reviewed by the External Examiner are posted on 

this.  In this scenario, the External Examiner does always have the right to 

request to see additional samples.    

 

FREQUENTLY ASKED QUESTIONS 

 

Whose responsibility is it to determine the sample of assessment to be provided 

to the External Examiner? 

As School / Faculty structures vary across the institution it is difficult to provide a one-

size-fits-all answer to this question.  It is however an academic decision and not 

something that a professional services member of staff should be asked to determine.  

It is the responsibility of the Programme Director to ensure an appropriate sample of 

assessments is made available to the External Examiner but it would be appropriate to 

request a Module Leader to provide a sample.  

 

Does the External Examiner have to attend all Board of Examiner meetings 

throughout the year? 

External Examiners must be invited to attend all Board of Examiner meetings throughout 

the year and would normally be expected to attend. There are some circumstances in 

which it might be possible for a Board of Examiners to proceed without an External 

Examiner present as follows: 

 There are only a small number of students being considered and assessment 

samples have been considered by the External Examiner in advance; 
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 The Board of Examiners will consider reassessment only and assessment samples 

have been considered by the External Examiner in advance; 

 Another External Examiner is in attendance and assessment samples have been 

considered by the External Examiner in advance. 

In all cases however if an External Examiner indicates that they wish to attend, their 

attendance must be facilitated and the Board of Examiners cannot proceed without 

them being present. 

 

The requirement for Interim Boards of Examiners is that at least one External Examiner 

must be present.  Being present includes attending either in person or via electronic 

means as indicated in the FAQ below.       

 

Does the External Examiner have to attend all Boards of Examiners in person or 

can they skype in? 

The expectation is that External Examiners will attend Board of Examiner meetings in 

person.  In exceptional cases where the External Examiner is unable to attend in person 

for logistical reasons they may be permitted to attend via electronic means.  This would 

normally be via skype as this is the only system supported by the University’s IT Services 

currently.  Other systems could be used such as conference calls however, other systems 

will not be supported by IT Services.  Information is included in the Operational Guide 

for Board of Examiners (https://cccu.canterbury.ac.uk/assessment-regulations-

review/boards-of-examiners-arrangements-sp5.aspx) with regard to guidelines to be 

followed in such cases. 

 

If the External Examiner cannot attend a Board of Examiners in person, are there 

any additional reporting requirements? 

In such cases the External Examiner should be asked to complete an External Examiner 

Board of Examiner Report (http://www.canterbury.ac.uk/quality-and-standards-

office/external-examiners/external-examiners.aspx) .  This must be completed by External 

Examiners both not attending at all or by External Examiners who are participating by 

electronic means.  The latter is required in the event that there are technical issues on 

the day of the Board of Examiner meeting preventing full participation in the Board of 

Examiner meeting.  The purpose of the report is to confirm that the External Examiner 

is satisfied with the standard of the marking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://cccu.canterbury.ac.uk/assessment-regulations-review/boards-of-examiners-arrangements-sp5.aspx
https://cccu.canterbury.ac.uk/assessment-regulations-review/boards-of-examiners-arrangements-sp5.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/external-examiners.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/external-examiners.aspx
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1.3 EXTERNAL EXAMINER ANNUAL REPORT PROCESS 

 

OVERVIEW 

 

External Examiners are asked to submit their reports to QSO as soon as possible 

following the final Board of Examiners’ meeting of the academic year. External 

Examiners are NOT required to submit a formal report after each Board of Examiners 

that they attend.  QSO will review the report prior to its release to the Programme 

Director and Head of School and prior to publication on StaffNet and the Student Portal 

by QSO. Where a report identifies a student or member of staff, QSO will liaise with the 

External Examiner requesting a revised report be submitted removing any such 

references.   

 

It is expected that each Programme Director will provide a written report in response to 

each annual report of the External Examiner for the programme using the University 

template.  This should highlight any good practice identified, discuss issues raised and 

draw attention to any actions that will be taken.  Guidance on drawing up responses to 

External Examiner reports is set out in the Quality Manual. Report and response 

templates can be located here: 

 

http://www.canterbury.ac.uk/quality-and-standards-office/external-

examiners/submission-of-reports.aspx 

 

FREQUENTLY ASKED QUESTIONS 

 

If required, who should amend the External Examiner report? 

Where reports are found to identify individuals, the Quality and Standards Office will 

contact the External Examiner concerned and ask them to amend the report. The EE 

should then resubmit the report to external-examiners@canterbury.ac.uk.  

 

Who should receive the EE report once approved? 

Following the publication of each External Examiner report, the Head of School shall 

ensure that the External Examiner’s report is made available to: 

(i) All members of academic staff teaching on the programme; 

(ii) All students on the programme; 

(iii) Other appropriate parties. 

The report will be sent to the Programme Director, Head of School, Faculty Director of 

Quality and Faculty Director of Learning and Teaching to facilitate this. 

 

If there is more than one EE for a single programme can the PD write a single 

response? 

http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/submission-of-reports.aspx
http://www.canterbury.ac.uk/quality-and-standards-office/external-examiners/submission-of-reports.aspx
mailto:external-examiners@canterbury.ac.uk


12 

 

A single response can be made to a number of reports for the same programme, as long 

as each External Examiner can be re-assured that his or her points are addressed.  
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FLOW CHART OF ANNUAL REPORT PROCESS 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Final Board of Examiners (BoE) 

QSO circulates report to PD and HoS 

(copied to FDQ and FDLT) 

QSO reviews report to ensure no 

individual student or staff member 

is identified 

EE submits report direct to QSO 

using external-

examiners@canterbury.ac.uk  

HoS reviews response and emails 

response & approval to external-

examiners@canterbury.ac.uk  

(copied to PD and FDQ) 

PD writes response and sends to 

HoS for approval (copied to FDQ) 

PD sends approved response to 

External Examiner 

4 weeks post BoE or by 1
st

 Sept 

for boards in June / July 

6 weeks post BoE  

9 weeks post BoE 

8 weeks post BoE  

QSO publish PD response 

alongside EE report 

If changes need to be made QSO 

will ask the EE to alter and 

resubmit the report 

QSO publish EE report on the 

Student Portal and StaffNet once 

approved 

mailto:external-examiners@canterbury.ac.uk
mailto:external-examiners@canterbury.ac.uk
mailto:external-examiners@canterbury.ac.uk
mailto:external-examiners@canterbury.ac.uk
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1.4 EXTERNAL EXAMINER FREQUENTLY ASKED QUESTIONS 

 

How many External Examiners should be nominated for a programme? 

The University’s normal position is that each programme or pathway of study has one 

External Examiner. Where student numbers exceed 150 student FTEs (50 FTEs on a 

programme leading to a Master’s degree) a second External Examiner will need to be 

appointed. 

 

What if the External Examiner fails to fulfil their duties? 

 Failure by an External Examiner to fulfil their duties is due as often as not to 

personal circumstances, and can be best resolved informally and sympathetically.  

Nevertheless, the University sees External Examiner reports as key mechanism for 

ensuring that standards are met, and immediate action is often necessary if an 

External Examiner does not fulfil the role in respect to submission of reports. 

 Procedures are set out in the University’s Assessment Procedures.  In the first 

instance the programme director should make informal contact with the External 

Examiner and agree a date by which the work will be done.  If this does not 

happen without an adequate reason, the Head of School should write formally 

to the examiner requiring the work to be done.  

 If this is not successful, the Head of School should contact the Quality and 

Standards Office, which will report the matter to the Chair of the Education & 

Student Experience Committee and take appropriate action. 

 External Examiners will only be paid the fee when the University receives the 

annual report and a Right to Work check has been carried out. 

 

How are External Examiners remunerated? 

 External Examiners get an annual fee: this sum depends on how many students 

they are being asked to examine. 

 External Examiners get all reasonable expenses for which a receipt is provided, 

up to the University limits. This is paid by the School. 

 

Who books accommodation for External Examiners and how is that paid? 

 Accommodation for externals is booked by Schools. 

 The Quality and Standards Office provides a list of appropriate hotels. 

 The School should request and agree the University’s corporate rate. 

 A memorandum should be enclosed indicating that the invoice should be 

directed to the School. 

 The invoice will be approved for payment by the Head of School, but paid from 

the University’s central External Examiner fund. 

 

How should External Examiners travel to the University for meetings of the 

Board of Examiners? 

 External Examiners are normally expected to travel by train using off-peak rail 

fare; taxis may be used to travel to and from stations; the underground should 

be used to cross London if between mainline stations. 

 Other arrangements need the prior approval of the University. 

 First-class fare is not permitted, unless advance first is used and it is more 

economical than off-peak or only the off-peak rate is claimed. 
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 Peak hour train travel is only permitted if it is to avoid an overnight stay or if 

there is no alternative. 

 Air travel and long taxi journeys are only permitted if they avoid an overnight 

stay and if they are consequently cost-effective, or if the alternative is excessively 

inconvenient to the External Examiner. 

 

Can I claim for the School to wine and dine the External Examiner? 

 No, the University’s External Examiner fund can be used only to meet the costs 

of the External Examiner.  These can be claimed by whoever pays the bill, which 

will be approved by the Head of School or, if the Head of School pays, by the 

Dean. 

 Any legitimate expenses incurred by programme staff must be met from School 

funds and are subject to School and faculty procedures.  

 

What is the relationship between an External Examiner and an external assessor 

at validation? 

 An External Examiner cannot sit on a University validation, major modification or 

periodic programme review panel; he or she is not “external” for this purpose. 

 An external assessor at a validation can be proposed as an External Examiner, as 

long as he or she has not yet been nominated at the time of sitting on the 

validation panel. 

 

 

For further information or to discuss this guidance please contact your Faculty Director 

of Quality in the first instance. 


