Appendix 31
EXTERNAL EXAMINER INDUCTION PROCEDURE
1 On appointment, all External Examiners are provided with full information regarding the validated scheme for which they are appointed. This includes:

· Academic Protocols and Regulations

· Handbook of Quality Assurance Policies and Procedures

· External Examiner’s Report Form

· Full course documentation, including programme specification (to be supplied by the collaborative centre within a month of appointment)

2 To supplement the above each newly appointed External Examiner shall be invited to the annual External Examiners’ Induction meeting and also given an appropriate Induction/Briefing session conducted by the Moderator and/or Validation Unit representative in advance of the Examiner’s first Examination Board meeting.  This briefing will normally be organised to coincide with the Examiner’s first visit to the collaborative centre, but can also take place via correspondence.  


All newly appointed External Examiners will be contacted by the Validation Unit within two months of appointment to confirm receipt of the required documentation (as listed above) and to ascertain their precise induction needs. 

External Examiners who have had previous involvement with University of Wales validated programmes may elect to waive this process by returning the signed pro forma, indicating their choice in this matter.  

3 The induction session should focus in particular on:

· The nature of the validated award and the general structure of the University

· The relationship between the University and the collaborative centre, with particular emphasis on the University’s quality assurance procedures

· The External Examiner’s role and responsibilities

· The University’s Regulations and requirements for assessment and award of its qualifications

· The precise assessment requirements of the particular scheme of study for which the External Examiner has responsibility

· Any issues highlighted in the reports submitted by previous External Examiners

· Any relevant issues with regard to the ‘cultural context’ in which the degree is operating/issues regarding translations etc.

· The main duties and functions of the Moderator

4 For External Examiners based at institutions outside the UK, the following should also be explained:

· The position occupied by External Examiners within the UK Higher Education System

· The nature of the Examination Board and the assessment and award requirements for a UK qualification

· The precise methods for classifying and awarding the University of Wales degree

· The importance of drawing issues identified during scrutiny of assessed work to the attention of the Moderator and External Examiner prior to the formal Examination Board

· The reporting requirement expected of the External Examiner subsequent to the Examination Board meetings

5 
At the end of the Induction/Briefing session the External Examiner concerned will be required to complete and sign the attached pro forma.
