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Appointment criteria are provided at the back of this form. The roles and responsibilities for External Advisors on the HEA RISES scheme can be found at http://www.city.ac.uk/about/education/quality-manual/7-external-examining#tab=tab-3.   
· Please complete this form and attach a CV for new appointments.

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

· In line with the Immigration, Asylum and Nationality Act 2006, we require a copy of a document confirming the right to work in the UK. Please see further guidance below. 
· Send completed EE1, CV, Right to Work in the UK Verification Form, and any other relevant documentation to Michelle Armitt, Academic Services – who will submit to a member of Education and Student 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/department and this should prompt the induction process.
	Board of Studies making recommendation:


	     

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

	Address for correspondence 

Tel No

Email address
	     
     
     

	Is a copy of the documentation confirming the right of the proposed examiner to work in the UK attached?
Please note this documentation is required before payment can be made to the External Advisor
	

	Name of responsible person who verified documentation.  
	

	Scheme Title for which the External Advisor will be responsible.

	     

	Will the External Advisor be given access to Moodle and other learning technologies? 
If Yes, this should be organised by the Programme Director in liaison with the School Educational Technologist
	

	Is this a new appointment or a
reappointment?
	

	Provide examples of why the proposed Advisor is of appropriate seniority and experience, and would be able to command authority as an External Advisor?
Such as: years in appointment, membership of professional bodies, examining experience 
	     

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

If yes, please give details 
	     


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

Lapse required of at least 5 years 
	     

	Proposed period of appointment

External Advisors should be appointed for an initial period of up to four years, renewable for a further exceptional one year only.
	     

	Proposed starting date (e.g. 2016/17)
	     

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

	Account Code to be debited for fee and expenses 

Applicable for validated institutions only
	     

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

https://www.city.ac.uk/_media/city-site/documents/about/education/quality-manual/password-protected/exex_fees.pdf
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
   Applicable for validated institutions only
	     

	Name of those who will provide  induction 


	     

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



	Signed (Chair of Board of Studies) 

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

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


Appointment criteria

The following criteria, are in line with those used by others providing HEA accredited schemes for HEA Fellowship recognition through CPD, and are considered in the approval process for the appointment of an External Advisor. 

· Seniority and the ability to command authority.

· Appropriate levels of academic and,  expertise, and experience 

· Hold Principal Fellowship with the HEA 

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

· A former member of staff can not normally be invited to become an External Advisor 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 Advisor is not normally appointed from the same institution as the predecessor External Advisor Guidance on the appointment criteria and completion of this form 
The appointment criteria are intended to secure the appointment of External Advisors 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 of 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 advisor 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 advisors (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 advisors.

Sufficient evidence must be provided to demonstrate that the proposed appointee - 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 advisors 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 Advisors will have a Principal Fellowship with the HEA.

Right to work in the UK
In line with the Immigration, Asylum and Nationality Act 2006, we require a copy of a document confirming the External Examiners right to work in the UK. See below for further guidance.
Please complete and return this form, along with attached verified copy of documents (coversheet and ID), to Roma Khatun, Academic Services – who will provide copies to HR with payment form as evidence of the right to work before payment is made.

A list of acceptable documents is available here - www.gov.uk/government/uploads/system/uploads/attachment_data/file/311668/Code_of_practice_on_preventing_illegal_working.pdf.  
Please refer to lists A and B on pages 14 and 15.  Please photocopy all the relevant documents and sign and date to verify the copy is a true reflection of what has been presented. 
Photocopies of passports should include:

•
The front cover 

•
All the pages which give the (potential) employee's personal details, including photograph and signature. 

•
Any visa/endorsement which allow the (potential) employee to do the type of work they have been offered.

Photocopies of identity cards should include the front and back of the card.

If there are any questions concerning the documents produced by new/future employees verifying their right to work in the UK, Advice should be obtained from the HR department immediately.
Please note, this documentation is required before payment can be made to the External Examiner. 
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