Process for the approval of new external examiner nominations

Programme Lead (PL) or Faculty Curriculum and Quality

Director of . . (CQA) Team Quiality, Standards and
Programmes External Bxaminer Deputy Head of School (Education) and Faculty Academic Registrar Accreditation Team (QSAT)
(DoP) (FAR)

PL/DoP responsible
for identifying
potential external
examiners and
outlining the role,
duties and
responsibilities

Potential external
examiner confirms
his/her willingness
to be nominated

PL/DoP
completes Part Ill of

the Nomination
Form

PL/DoP forwards
completed

nomination form to
the Deputy Head of
School (Education)

Following approval
by the University,
the Deputy Head of
School (Education)
or their nominee
provides an
induction to ensure

Rejected by
School

Approved by
School

\
PL/DoP completes
Part | of the Potential external Deputy Head of School
Nomination Form A Educati id
e catonconar
Part Il of
Team) and sends - inst the selecti
e form o the nomination form critera and comletes CQA Team send
ial | and returns to the P QA. ea.m sends
potential externa PL/DoP Part IV of the nomination form
examiner to nomination form approved by the School
complete Part Il to QSAT v

QSAT reviews Nomination Form on behalf
of the Chair of AQSC and raises any
queries with the CQA Team as required.

Deputy Head of
School (Education)
returns form to CQA
Team/PL/DoP with
- queries for
clarification
or
- to inform potential
external examiner
that the application
has been
unsuccessful and
why

Deputy Head of
School (Education)
sends form to CQA

Team for onward
submission to QSAT
for approval on
behalf of AQSC

CQA Team receive any queries
for clarification from QSAT and
obtain a response from the
potential external examiner or
PL/DoP and return
Nomination Form to QSAT

Once all necessary information available
the nomination is approved and Part V
completed or rejected on behalf of AQSC.

Approved on behal
of AQSC

Rejected on behal
of AQSC

QSAT arranges an IT logon account for the new
external examiner

QSAT informs
CQA Team who
will notify all
relevant parties

PGT appointments
— QSAT sends Letter
of Appointment to
the external
examiner cc. to the
CQA Team

UG appointments —
QSAT completes a
Right to Work check
with the new
external examiner

External examiner
receives and returns

Right to Work check
completed - QSAT
sends Letter of

signed Letter of
Appointment to QSAT

that the newly
appointed external
examiner is suitably
prepared to fulfill
the requirements of
the role.

External examiner
commences work for
the School and receives
a School level induction
from the Deputy Head
of School (Education) or
their nominee

CQA Team receives
notification from QSAT
when signed letter has

been returned and notifies

Appointment to the
external examiner
cc. to the CQA Team

QSAT receives signed Letter of Appointment

relevant parties in the
School e.g. PL/DoP, FAR,
Assessment Team, Student
Office

:

CQA Team provides
induction information as
required for the external

examiner in liaison with the
PL/ DoP and Assessment
Team/Student Office

FAR ensures that the name,

from the external examiner and sends a copy
to the CQA Team

v

UG Appointments
QSAT sends copy of verified passport and
signed letter of appointment to UniWorkforce
for payroll purposes

v

QSAT adds the details of all new external
examiners to the central database - EE
Appointment and Induction Log

v

QSAT presents a list of all current external
examiners annually to AQSC.
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