 

Appointment criteria are provided at the back of this form. The External Examiner’s Guide (www.city.ac.uk/__data/assets/pdf_file/0007/68956/exex_guide.pdf) and Academic Policies (www.city.ac.uk/about/education/academic-services/academic-policies-and-regulation/external-examining) provide guidance on duties and responsibilities.
· Please complete this form and attach a CV for new appointments.

· Obtain School Board of Studies recommendation for approval of appointment/reappointment.

· Send completed EE1, CV and any other relevant documentation to Natalie Shepherd, Academic Services – who will submit to a member of Academic Practice, Programmes and Standards Committee for approval.

· After approval an appointment/reappointment letter will be sent to the external examiner together with an appointment pack.  A copy of the letter will be sent to the School and this should prompt the School induction process for the External Examiner.
	Board of Studies making recommendation:

(or Course Board, for validated programmes)
	     

	Name and Title of proposed examiner 
(Professor, Dr, Mr, Mrs etc.)
	     

	Address for correspondence 

Tel No

Email address
	     
     
     

	Programme (and/or Module) Title for which Examiner will be responsible.

	     

	What role will the External Examiner be required to undertake?


	Programme / Module / Subject or Lead External Examiner

	Is this a new appointment or a
reappointment?
	New or Reappointment

	Provide examples of why the proposed Examiner is of appropriate seniority and experience, and would be able to command authority as an External Examiner?

Such as: years in appointment, membership of professional bodies, examining experience 
	     

	Please state whether the proposed Examiner is an academic or practitioner.  

All practitioners are offered University induction to the role.
	Academic or Practitioner



	Has the proposed Examiner been an External Examiner at any other institution previously? 

All new External Examiners are offered University induction to the role.
	Yes or No

	List any other External Examinerships the proposed Examiner currently holds

Should not normally hold more than two examinerships at undergraduate level 
	     

	Is any member of the inviting department currently serving as an External Examiner in the department of the proposed examiner?

If yes, please give details 
	     


	If proposed examiner is former member of City University London or Validated Institution staff, provide date they left employment

Lapse required of at least 5 years 
	     

	Has the proposed examiner served as an external for another programme within the University?  If so give programme title and dates.

Total period of office should not exceed five years. 
	     

	Proposed period of appointment

External Examiners should be appointed for an initial periods of up to three years, renewable for a further two years only.
	     

	Proposed starting date (eg 2009/10)
	     

	Name of External being replaced (in case of new appointment)
	     

	Account Code to be debited for fee and expenses
	     

	Standard fee for level of award? 
See following webpage for fee policy:

https://uss.city.ac.uk/cms/secure-acdev/secure-acdev-dps/fee_rates.html 

If no indicate specific requirements, which should be within stated boundaries included on page webpage.
	Yes or No

     

	Person responsible for School budget to whom a copy of the amount debited should be sent
	     

	Name of those who will provide School induction 

(programme director)

	     

	Date when Board of Studies met and made the recommendation for approval to University’s APPSC.
Approval by Chair's action is not normally permitted
	      



	Signed (Chair of Board of Studies) 

----------------------------------------------------
	Date

--------------------------------------------------------


Appointment criteria

The following criteria, as recommended for all UK universities, are considered in the approval process for the appointment of an External Examiner. 

· Seniority and the ability to command authority.

· Appropriate levels of academic and, where appropriate, other professional expertise, and experience in relation to the relevant subject area and assessment.

· In order to provide sufficient time for the proper performance of their functions, individuals are normally expected not to hold more than two external examinerships.

· Reciprocation should be avoided – the proposed Examiner should not be appointed from a department in an institution where a member of the inviting department is serving as an examiner.

· A former member of staff can not normally be invited to become an External Examiner before a period of five years since completion of his/her appointment at the University.

· Candidates should not have a close relationship with the University or one of its collaborative partners.

· The Examiner is not normally appointed from the same institution as the predecessor External Examiner. Exceptions may be considered where there is a very small pool of potential examiners from which to draw.

· The University permits the appointment of those from outside higher education, for example from industry or the professions.  In such circumstances the ability of the proposed Examiner to comment on the appropriateness of assessment components and academic standards achieved by students need to be confirmed by the Board of Studies.

Guidance on the appointment criteria and completion of this form 
The appointment criteria are intended to secure the appointment of External Examiners of suitable standing, experience and expertise who are in a position to carry out their proposed roles. They are also intended to avoid potential conflicts of interest and to ensure that a fresh eye is regularly brought to bear on quality and standards.

In interpreting the criteria:

· Nomination of staff from institutions with which City University London has collaborative or strategic partnerships should be avoided. 

· Successive and multiple appointments from the same institution should be avoided as far as possible.

· Where, exceptionally, an external examiner based outside the UK is proposed, there should be a clear rationale for the appointment, and confirmation that the nominee will carry out the full range of duties.

· Past and present visiting academics and practitioners, and past external examiners (whether for the same or a different programme) count as members of staff, and are subject to the same time-frame regarding eligibility for appointment as external examiners.

Sufficient evidence must be provided to demonstrate that the proposed appointee - whether academic, practitioner or otherwise outside the higher education system - meets the criteria.  Years and level of appointment, membership of professional bodies, examining experience are all relevant.  Absolute rules have been avoided as they could rule potential examiners out rather than in.  Additional supporting information must be supplied for any nominee whose suitability may not be immediately obvious from the information on the appointment request form and accompanying CV. 

As a general guide:

· Academic nominees will normally have held appointments at or above senior lecturer level for at least five years.

· External Examiners for taught postgraduate programmes will normally have a Doctorate level qualification or higher, or an equivalent professional qualification.

· For a nominee with limited knowledge or experience of assessment or the academic infrastructure, the nomination for appointment should be accompanied by an outline plan to address this (e.g. meeting with experienced External Examiners, attending Assessment Boards to gain experience, mentoring, support from School staff)
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