
Appendix 30
EXTERNAL EXAMINER CODE OF PRACTICE

In this document the term ‘external examiners’ refers to the following types of schemes validated by the University of Wales: 

Initial degrees; 

Undergraduate and Postgraduate Diplomas and Certificates; 

Taught Master’s schemes (Master’s degrees by examination and dissertation); 

Professional Doctorates (taught element only).

General

1.
All External Examiners are ultimately responsible to the Academic Board, which is empowered by Statute to regulate all University of Wales examinations.

2.
The Academic Board is also empowered by Statute to advise the University Council on the fees and other emoluments to be paid to external examiners and assessors in respect of any examinations or assessments for schemes validated by the University.

Criteria for Appointment

3.
The number of external examinerships already held by persons being considered for nomination as external examiners should not normally exceed two.
4.
All External Examiners are expected to demonstrate competence and experience in the subject matter; academic/professional qualifications to at least the level of the qualification examined; experience of setting exams and running assessment procedures; sufficient standing, credibility and breadth of experience within the discipline to be able to command the respect of colleagues; familiarity with the standard to be expected of students in the course to be examined; fluency in English and/or Welsh (or other language of delivery) as appropriate; compliance with the criteria set out by professional and accrediting bodies, if applicable; awareness of modern developments in the design and delivery of the flexible curriculum; and expertise in the enhancement of the student experience.

5.
Where a course leads to a professional award, at least one appropriately experienced practitioner should be included among the examiners.

6.
For validated schemes delivered at collaborative centres based outside of the United Kingdom it will be normal practice for both a UK based and locally based External Examiner to be appointed. For validated schemes delivered at collaborative centres within the United Kingdom two External Examiners will be appointed. Where the scheme is delivered in a language other than English, both External Examiners would be expected to be fluent in the language of delivery.

7.
In cases where a scheme of study has a large number of enrolled students and/or is considered to cover a wide range of expertise the University will consider whether additional Examiners should be appointed.

8.
The External Examiner may not be drawn from the members of staff of any institutions which give awards of the University of Wales unless there are exceptional circumstances, such as the unavailability elsewhere of the required specialised subject knowledge.
  For validated schemes of study, such exceptional cases should be considered at a meeting of the Taught Degree Board.

9.
Former members of staff may not be invited to become external examiners before a lapse of at least five years, or sufficient time for students taught by that member of staff to have passed through the system, whichever is the longer.

10.
Members of staff who have moved to posts outside the University of Wales, may be invited without such a lapse of time to act as external examiners for institutions within the University other than that at which they taught, provided that no contact has been established with the candidates to be examined.

11.
Other than in exceptional circumstances, an External Examiner may not be re-appointed to examine a scheme offered within the same institution before a lapse of at least three years.

12.
The making of reciprocal arrangements for external examining with staff teaching similar schemes of study at other universities is not permissible.

13.
Normally, an External Examiner will not be appointed from the same institution as another already in place in respect of a validated programme of study; similarly, an external examiner will not normally be succeeded by another from the same institution.

Appointments

14.
External Examiner appointments shall be by the University, acting on nominations received from a collaborative centre/moderator and approved by the Taught Degree Board.

15.
All nominations are submitted for approval to the Taught Degree Board and thence the Academic Board of the University of Wales.

16.
Examiners shall normally be appointed for a period of three years, with the possibility of re-appointment for a fourth year.

17.
External Examiners are responsible for bringing to the attention of the University any existing or changed circumstances which may cause a potential or actual conflict of interest.

Preliminary Arrangements

18.
Upon appointment, each External Examiner will receive a letter of invitation from the Validation Unit. This will provide details of the term of office, annual fees, brief information on the scheme, together with the University of Wales regulations and full details of the syllabus and methods of assessment.

19.
External Examiners must be inducted by the University of Wales representatives to ensure that they understand and can fulfil their responsibilities.  Institutions shall issue detailed guidance, if relevant, in the areas of intellectual property and appointments to practice-based and multi-/inter-disciplinary programmes or modules. Wherever possible, external examiner appointments will be phased to enable the mentoring of new examiners.

Methods of Assessment

20.
External Examiners are expected to participate in discussions regarding any amendments to the methods of assessment in use.

Review of Academic Provision

21.  
External Examiners are expected to review academic provision to assist with future development of the scheme(s) of study concerned. 

Preparation of Examination Papers

22.
Draft examination papers and other major assessment components must be approved by the external examiner, who may require alterations to be made.


Please note that, although there is no requirement for institutions to provide prescriptive model answers, the provision of broad guidelines on the institution’s expectations for a good answer is encouraged.

Coursework Assessment

23.
Coursework shall be available for scrutiny by the External Examiner.

Moderating

24.
External Examiners shall ensure that academic standards are maintained, are appropriate and comparable and the processes are sound and fairly conducted. 

25.
External Examiners are expected to scrutinise sufficient evidence to indicate the basis on which marks have been awarded, which should include agreed sampling examination scripts. External examiners shall scrutinise all, or an agreed proportion of, candidates’ written work, which shall normally include a sample of work from all levels of performance.  Where the external examiners are reviewing an agreed proportion only, they should normally see work assessed internally as borderline, first class, distinction, or failures.  Many external examiners wish to see scripts from the top, the middle and the bottom of the range.  The guiding principle is that external examiners should have enough evidence to determine that internal marking and classifications are of an appropriate standard and are consistent.  They should inspect a sufficient amount of the work of the candidates to enable them to arrive at a judgement that can be applied to the examination as a whole.


On the recommendation of an Examining Board, an External Examiner may be required to determine marks and examine individual student performances.
Master’s Dissertations
26. 
External Examiners appointed to Master’s degrees will be required to review and moderate the grades awarded by internal examiners to all dissertations.

Unfair Practice

27.
An External Examiner who, either in the course of the examining process or subsequently, considers that a candidate has engaged in an unfair examination practice shall immediately report the circumstances in writing to the Chair of the appropriate Examining Board.

Constitution of Examining Boards

28.
Each collaborative centre shall establish an Examining Board or Boards to consider results and make recommendations on candidates pursuing schemes leading to the award of undergraduate qualifications.

29.
For each Final Examining Board there shall be :

.1
the Chair appointed by the institution, who shall be a senior member of the full-time academic staff.  [In addition to the Chair, there may be a Convenor who shall be a member of the full-time academic staff appointed by the Department or collaborative centre concerned who will be responsible for administrative arrangements associated with the work of the Examining Board which would otherwise be carried out by the Chair.];

.2
the External Examiner(s) appointed as prescribed;

.3
the internal examiner(s) and/or representative(s) appointed in respect of relevant modules by the institution;

.4
appropriate persons who may attend at the Chair’s invitation in an advisory capacity.  Such persons shall possess no voting rights;

.5
the adviser(s) or moderator(s) appointed by the University (as observers only).

30.
For each taught Master’s scheme, a meeting of the examiners shall be held to determine the results of candidates in the examination component of the degree (Part 1) and, in particular, to decide which candidates may proceed to Part 2 (the dissertation component).  For this purpose the Examining Board shall consist of the following:

.1
the Chair appointed by the institution, who shall be a senior member of the full-time academic staff.  [In addition to the Chair, there may be a Convenor who shall be a member of the full-time academic staff appointed by the Department or collaborative centre concerned who will be responsible for administrative arrangements associated with the work of the Examining Board which would otherwise be carried out by the Chair.];

.2
the External Examiner(s) appointed as prescribed;

.3
the internal examiner(s) and/or representative(s) appointed in respect of relevant modules by the institution;

.4
appropriate persons who may attend at the Chair’s invitation in an advisory capacity.  Such persons shall possess no voting rights;

.5
the adviser(s) or moderator(s) appointed by the University (as observers only).

Meetings of Examining Boards

31.
Normally, each Examining Board will meet at the collaborative centre concerned as and when required in order to consider students’ performance and to make decisions on termination of study, progression and recommendations on award of degrees or intermediate awards, as appropriate.

32.
The External Examiners for schemes of study are required formally by the University to be present at the meeting of the Examining Board(s) at which the examination results in the subject(s) in which they have been involved are determined.  If exceptionally an external examiner cannot attend a meeting where his/her presence is formally required, he/she should be available for consultation by telephone, videonetwork or other suitable means with the Chair and shall despatch, in accordance with his/her directions, all documents necessary for the due performance of the business of the meeting.

33.
The official Notification of Results Form completed at the formal meeting of the final Examining Board must be signed by the Chair and by all external examiners present.  If, exceptionally, no external examiner is able to attend, a copy of the form must be forwarded immediately to at least one external examiner for signature.  

Reports

34.
External Examiners are required by the University of Wales to submit written reports both annually and at the end of their period of office.  External examiners’ comments on the examining process are invited, including observations on the structure and content of the scheme of study and its teaching.

.1
Reports on undergraduate schemes of study should be made as soon as possible following the meeting of the final Examining Board;

.2
Reports on Part I of taught Master’s schemes should be submitted following the meeting of the Examining Board;

.3
Reports on dissertations for taught Master’s schemes (Part II) should be made separately, using the form enclosed with each dissertation.

35.
Reports on work examined at collaborative centres should be returned to the Chair of Academic Board c/o the Validation Unit. Copies of reports will be circulated to the Principal of the relevant institution.

36.
The University attaches considerable importance to the external examiner’s report and payment of the fee is conditional upon its receipt. In the event of an examiner not submitting a report within 3 months of the Examining Board, the Chair of Academic Board shall be empowered to take such steps as appropriate to the circumstances to obtain it, and/or may choose to issue a letter of premature termination as a result.

37.
Whilst it is hoped that such a situation will not arise, an external examiner whose performance or general conduct is unsatisfactory may be warned informally in the first instance and, if necessary, be advised on appropriate remedial action(s), which must be taken. 

In exceptional circumstances, however, the Chair of Academic Board may authorise a letter of premature termination to be sent to the external examiner concerned without prior warning.  This will have the effect of terminating the contract immediately. The following non exhaustive list provides examples of reasons that may justify premature termination of an External Examiner’s appointment:

· Non-submission of External Examiner reports within three months following the assessment  board.

· Persistent non attendance at assessment/examining board meetings.

· A conflict of interest arising between the duties of the External Examiner and other interests that s/he may have.

· An inability to continue to satisfy the criteria for appointment.

· Unprofessional conduct during the assessment process.

· Any other matter that may reasonably cause the Taught Degrees Board to feel that the appointment is no longer tenable.

A letter of premature termination may also be sent in respect of a less serious incident where an external examiner has received previously an informal warning of the sort described above.
Local External Examiners
38.
The University of Wales appoints a local External Examiner in addition to a UK-based one when validating programmes delivered overseas. The University places considerable importance to the role of the local External Examiner and sees it as complimentary to the UK-based external. Local external examiners bring valuable experience to the process as they ensure that validated programmes are not only of appropriate standard but also relevant and current to local economies and industries, thus fostering programmes that increase the employability and expertise of our graduates.  
Arbitrating Examiners

39.
External Examiners are asked to note that when the decision of an examiner considering a dissertation submitted for the Master’s degree by Examination and Dissertation gives rise to a case of dispute between the external examiner(s) and internal examiners it is within the power of the Chair of Academic Board, at the request of the Chair of the Examining Board, to appoint another external examiner who will be asked to arbitrate.  The Chair of Academic Board may take into account any written reports submitted by members of the Examining Board.  In choosing a second external examiner the Chair of Academic Board may also take into account, but need not be bound by, the nomination (if any) of an Examining Board for a second external examiner.  A decision on whether or not to reconvene the Examining Board shall be at the discretion of this second external examiner whose decision on this matter shall be final.
The University of Wales is aware of the special difficulties inherent in the external examination of Welsh-medium work, with the consequence that it is possible for a member of staff from another institution within the University to be appointed as an ‘External’ Examiner to carry out such duties where no suitable examiner external to the University of Wales could be found. Such appointments must be made in accordance with the appropriate Regulations and Academic Protocols of the University.  Similar arrangements may be made for other disciplines, subject to approval by the Academic Board.





