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INTRODUCTION, FOREWORD AND SUMMARY GUIDANCE

This document sets out the University’s policy and procedures for the external examining
of taught courses (including partnership provision) and is published by the Academic
Quality and Partnerships Office (AQP), University of Sussex. The handbook is updated
regularly to take account of the requirements and guidance published by the QAA in the UK
Quality Code for Higher Education for External Expertise and related national policy.

External Examiners are one of the principle means by which we uphold our academic
standards at the University of Sussex.

In line with the key principles of transparency, consistency and independence in the UK
Quality Code for Higher Education on External Expertise, our processes promote.

o Transparency — we will publish your report for current students and staff and
intend to make this available to prospective students

o Consistency — a standard process for moderation

o Independence — External Examiner role to be confined to moderation only with

no involvement in the marking process.

We thank you for undertaking this important work on our behalf.

Academic Quality and Partnerships
July 2026




SECTION A: DUTIES AND POWERS OF EXTERNAL EXAMINERS
1. Duties of External Examiners
Duties fall into two categories:

. core duties (shared by External Examiners for all taught courses);
. discipline/appointment-specific duties.

1.1. Core duties
The core duties of External Examiners are:

€)) To report on whether the standards set are appropriate for the University’s
awards, or award elements, by reference to published national subject benchmarks, the
Framework for Higher Education Qualifications, course specifications and other relevant
information. Faculties/Partner institutions should agree with their External Examiners how
their judgements are expected to relate to these agreed reference points and this should
be explicitly documented as part of the material sent to External Examiners by
Faculties/Partner institutions.

(b) To report on the standards of student performance in courses or parts of
courses which they have been appointed to examine, and on the comparability of the
standards with those of similar courses or parts of courses in other UK higher education
institutions.

(c) To report on the extent to which processes for assessment, examination and
the determination of awards are rigorous, ensure equity of treatment for students and
have been fairly conducted in accordance with the University regulations and policies, as
demonstrated by reviewing a sample of assessed work.

(d) To report whether the assessment processes measure student achievement
rigorously and fairly against the intended learning outcomes and enable students to
demonstrate the achievement of the intended learning outcomes.

(e) To report on the appropriateness of the published marking criteria.

(f) To scrutinise and approve draft examination papers and assessment tasks for
essays/large weighted assessments. External Examiner will be advised of the Faculty’s
marking strategy.

(9) To confirm that the marking and internal moderation processes have been
conducted appropriately based on the marks and feedback provided in a sample of
assessed work.

(h) To be a full member of and attend the main meeting of the relevant



Progression and Award Board (PAB). At least one External Examiner who has attended
the main PAB must also attend the resit PAB meeting.

(i) To sign a statement of compliance to confirm that the University’s assessment
regulations and policies have been complied with. This should be completed at the end of
the PAB.

() To submit an annual report to the Pro Vice-Chancellor and a final report at the end
of the appointment period.

External Examiners should refer to the University of Sussex Progression and Award
Regulations, available at:
https://www.sussex.ac.uk/adge/standards/examsandassessment

Note that there are separate Progression and Award Regulations for Partner Institutions.
1.2. Discipline and appointment-specific duties

Discipline and appointment-specific duties are not detailed in this policy document but will
be notified separately by the Board of Study as appropriate. For external courses validated
by the University, other additional duties are specified by the institution.

1.3. Level 4 assessments

External Examiners are not required to see assessments or draft examination question
papers for Level 4 assessments. External Examiners remain free to review and confirm the
marking process for Level 4 assessments on request. In some cases, the external
accreditation body may require full engagement of the External Examiner in Level 4
assessment; such cases will be notified to the External Examiner at the time of
appointment.

1.4. Meetings with students

External Examiners should meet annually with students to assist in:

o understanding the context of the academic provision;
o gaining a general impression of the competence of the students;
o and obtaining feedback on the student experience.

Details of the procedures to be followed are set out in paragraph 5 below.
1.5. Lead External Examiner duties

Where there is more than one External Examiner attached at course level, a lead External
Examiner must be appointed. The lead External Examiner will act as a first point of contact
for rare occasions where a quick decision is required by External Examiners and will act
as a representative for the course. In addition to any normal examining duties, the Lead
External Examiner will be expected to:

o confirm that a consistent and acceptable standard is being maintained across
the course
o sign off the assessment schedule for the course

_3-


https://www.sussex.ac.uk/adqe/standards/examsandassessment

o act as a first point of contact where a quick decision is required
o act as a mentor for new or inexperienced External Examiners
o attend the Main PAB and Resit PAB

External Examiners at module level will sign off exam papers and essay titles/topics that
are set.

1.6. Mentor duties

A mentor will be assigned to any new appointments who have no previous external
examining experience at the appropriate level. The mentor is expected to be on hand during
the first year for any queries regarding benchmarking with the sector and is encouraged to
share experiences of acting as an external examiner and of working at their own institutions
and others, if relevant, in particular where the mentee has concerns about signing off exam
papers and moderating samples of work. Mentors are not expected to advise on operation of
tasks and processes within the institution or on the University’s regulatory framework or its
application.

2. Attendance at Progression and Award Boards (PABs) (general)

It is an integral part of the duties of an External Examiner to attend the Progression and
Award Board (PAB) meetings to confirm that the examination and assessment processes
have been conducted appropriately. External Examiners will be advised separately by the
PAB Deputy Chair of the dates of the meeting(s) of the Board they are required to attend.
External Examiners are not normally required to attend Module Assessment Boards
(MABSs) or Progression only PABs but may be contacted to discuss any anomalies. Lead
External Examiners are required to attend the Main PAB and Resit PAB as stated above
and will receive an additional fee. If the PAB takes place in person, all travel expenses will
be paid by the University and any expenses for any additional visits will be reimbursed.

If, exceptionally, an External Examiner is unable to attend a PAB meeting, the Deputy Chair
of the Examination Board must be provided with contact details (phone/email as
appropriate) so that the PAB may consult with the External Examiner should the need
arise. Where the External Examiner, acting as the representative External Examiner
attending the Resit PAB, is unexpectedly unable to attend, another External Examiner must
be asked to attend.

3. Powers of External Examiners

External Examiners review and confirm the appropriateness of the application of the
marking and internal moderation process, based on the marks and feedback provided in a
sample of assessments. They should not change marks nor act as additional markers on
a par with internal examiners in any circumstances.

In their independent capacity External Examiners have the power to:

3.1. confirm that the outcome of the marking and internal moderation processes are
appropriate, based on the sample of assessments reviewed for the cohort;

3.2. confirm that the outcome of the marking and internal moderation processes are not
appropriate, based on the sample of assessments reviewed for the cohort. In this case the
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External Examiner may request a second sample for scrutiny or refer back for a full or
partial remark for the whole cohort;

3.3. request and obtain reasonable access to assessed parts of any course taken
within the academic year, including evidence about a student’s performance on a
placement.

In addition, External Examiners:

3.4. may comment on the method for selecting a sample of students’ work for external
scrutiny taking account of the need to provide a representative sample covering the full
range of marking bands (NB: for e-submission assessments the sample is automatically
generated in line with the regulations);

3.5. should have the opportunity to meet with internal markers and students;

3.6. should liaise with the Chair of the relevant Board of Study should they require any
information additional to that provided to a student regarding the rationale for marks
awarded

4. Limits of External Examiners’ powers

4.1. Where an External Examiner is unwilling to endorse the outcomes for an individual
student, the final decision rests with the Chair of the PAB to determine the outcome within
the authority delegated to the PAB as set out in the Examination and Assessment
Regulations. In such circumstances, the Chair must report the fact to the Pro Vice-
Chancellor (Education and Students) immediately. External Examiners retain the right to
make a separate confidential report to the Vice-Chancellor on such occasions.

4.2. Exceptional Circumstances and academic misconduct cases

The University has separate procedures for considering matters of exceptional
circumstances and academic misconduct and these are set out in the Progression and
Award Regulations. The processes for determining the outcome of exceptional
circumstances or academic misconduct are therefore outside the immediate remit of
External Examiners. The role of the External Examiner in these instances is as a member
of the PAB in determining the impact on progression or on the final award where such
discretion is permitted within the progression and award regulations.

5. Summary of procedures for meetings between External Examiners and students

The following procedure should be followed for all External Examiners:

. each External Examiner should be offered an opportunity to meet annually with
students, to assist in: understanding the context of the academic provision; gaining a
general impression of the competence of the students (such as oral skills, general feel for
the subject); obtaining feedback on the student experience.

. the meeting should normally be unsupervised by University faculty so as to
encourage students to speak freely about their experience;

. the meeting should last up to one hour;
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. the meeting need not take place on the same day as the PAB (instead the meeting
can be arranged for any time during the academic session, and be linked to other visits the
external might be making to the University);

. where time is constrained (such as where an examiner visits for only one day), it
may not be possible to schedule a meeting, but every attempt to do so should be made;

. the meeting can take any form appropriate to the subject/cohort (from informal
meetings over lunch, round table sessions, visits to laboratories/workshops, post-seminar
sessions), and this should be discussed with the External Examiner;

. students from all levels may be invited to the meeting, but no student is required
to attend. Students should be advised that the meeting is for quality assurance purposes
and has no impact on individual marks or classification and that concerns about individual
assessments (including guidance on appeals/complaints) fall outside the scope of the
meeting;

. the meeting is not a formal part of the examining or assessment process. Meeting
students can assist the External Examiner in evaluating the quality of the students being
examined by providing a context in which to consider their work (the students’
understanding of the purpose of their degree). It also serves to provide an additional
avenue of student feedback on the overall quality of provision, and explicitly engages
students in the quality loop;

. the External Examiner should be asked to provide feedback to faculty on any
issues raised (strengths as well as weaknesses).

. External Examiners are encouraged to consider how well the course’s teaching
methods and learning opportunities help students engage with University’s key priorities
such as environmental sustainability, human flourishing, and digital and data futures.
These priorities are intended to equip students to thrive as engaged, adaptable, and
globally responsible citizens.

. External Examiners are also encouraged to consider how effectively the course
supports students from diverse backgrounds and experiences and enables all students to
succeed both during their studies and beyond.



SECTION B: PROCEDURES FOR THE NOMINATION AND APPOINTMENT OF
EXTERNAL EXAMINERS

6. Nomination of External Examiners
The procedures for the nomination of External Examiners include:
. consultation within Faculties/Partner Institutions

. discussion with the proposed External Examiner to ensure that the nature
and extent of the role is understood;

. scrutiny of nominations by the Faculty Education Committee (for courses
provided by the University);

. approval of nominations by the Chair of University Education Committee (UEC) on
behalf of Senate.

7. Procedures for the nomination of External Examiners

1.1 Completion of a nomination form and consultation within the Faculty/Partner
Institution

The Academic Quality and Partnerships Office (AQP) will routinely inform the Chair of the
Board of Study and the relevant Curriculum and Assessment Officers of the nominations
needed for the forthcoming year. All External Examiner appointments should be made
before the start of the academic year unless there are exceptional circumstances where
an External Examiner has resigned part way through the year. Nomination forms can be
downloaded from the following web page:

http://www.sussex.ac.uk/adge/standards/externalexaminers

The AQP Office (Partnership) will advise Partner Institutions about nominations required.

The Faculty Education Committee will wish to be assured of the suitability of the nominee,
focusing particularly on the nominee’s discipline expertise and will specifically address
professional and statutory body requirements when approving nominations.

The proposed nominee should be approached informally to ascertain their willingness to
be appointed normally by the Chair of the Board of Study. The Chair of the Board of Study
should provide sufficient information on the role, the sample size to be scrutinised, timing
of Progression and Award Boards (PABs) and any other required duties to enable the
proposed nominee to make a realistic decision about accepting the appointment.

A completed and signed nomination form, together with a supporting CV, which makes
explicit both the nominee’s discipline expertise and their experience in assessment
matters, should be returned to the following:

. In the case of courses provided at the University: The relevant
Faculty Professional Services colleague (normally a Curriculum
and Assessment Officer), who will put forward the proposal to the
Faculty Education Committee (FEC) (chaired by the Associate
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Dean E&S) for final approval. If approved by the FEC, the
Curriculum and Assessment Officer (or equivalent) will forward the
form to the Academic Quality and Partnerships team. If
unsuccessful, the nomination will be returned to the originating
officer for revision or for a new nomination, if appropriate.

. In the case of courses provided at a Partner Institution: The AQP
Office will forward the form for approval by Associate Deans
(Education and Students). If unsuccessful, the nomination will be
returned to the originating officer for revision or for a new
nomination, if appropriate.

1.2  Scrutiny and processing of the nomination

The processing of a nomination has four stages:

a. Role of the Curriculum and Assessment Officers/AQP Office:

Nomination forms are returned to the relevant Curriculum and Assessment Officers (or
equivalent) for courses provided by the University or to the AQP Office (Partnership) (in
the case of validated courses at partner institutions), who will:

. check that the form is complete and that all the criteria’ are met. Where
necessary the form will be returned to the person who made the recommendation. The
AQP Office may be consulted for guidance.

. inform the AQP Office and proponents of the outcome of the Board of Study
scrutiny by forwarding a signed nomination form with CV to the AQP Office before approval
by the Faculty Education Committee.

. prepare the nominations recommended by the Board of Study for the Chair of
Faculty Education Committee (chaired by the Associate Dean E&S) for approval.

b. Role of Faculty Education Committees

Nomination forms with accompanying CVs will be scrutinised by the relevant committee
in order to approve. It is expected that these committees will particularly focus on the
experience and expertise of nominees in relation to assessment matters, research links
and possible conflicts of interest, including avoiding reciprocal External Examiner
arrangements. If it is unsuccessful, the nomination will be returned to the originating officer
for revision or for a new nomination, if appropriate.

' Criteria for the appointment of external examiners are given in Section C
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c. Role of the Academic Quality and Partnerships Office

The AQP Office will:

. produce a consolidated list of existing External Examiners for taught
courses/modules. The consolidated list will enable the University to maintain an
overview of the home institutions of External Examiners for a Faculty when

considering a new nominee.

. Issue the welcome/appointment letter. This will include details of the course/s the
External Examiner has been appointed to, plus the period of appointment which

states the start and finish date

d.Faculty Education Committee

The Faculty Education Committee scrutinises the recommended nominations in the
context of the existing approved appointments and any other relevant recommendations
and approves (or otherwise) the appointment. If approved, the signed nomination form is
returned to the AQP Office and an appointment letter issued. If rejected, the Faculty or
Partner institution will be requested to bring forward an alternative nomination or provide

further information.

In exceptional cases (e.g. urgency or illness), nominations may still be escalated

to the UEC for approval.

External Examiner Nomination Workflow

AQP Office identifies need and informs Course Convenor/CAO
Course Convenor consults internally and contacts nominee
N
Nominee submits Nomination Form + CV
N
CAO/AQP checks form & criteria
Faculty Education Committee reviews and approves or rejects

AQP Office final processing and appointment letter

The University’s partner company, Adecco, acts as the employer of record for
Undergraduate external examiners and is responsible for all employment
administration, including onboarding, payroll, and associated HR and compliance
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obligations, with the University not assuming any employer responsibilities in
respect of those external examiners.

e.Extending the remit of an existing External Examiner and approval for the
extension of these duties

In order for an existing External Examiner to extend the remit of their duties the Faculty or
Partner Institution must inform the AQP Office which courses the External Examiner will be
covering and whether or not this is for the remainder of the tenure. A rationale must be
provided to explain why an extension to the remit is required stating the number of modules the
External Examiner will be moderating. The AQP Office will forward the request to the Chair of
UEC, along with the original nomination form and the External Examiner’'s CV. If the extension
of duties is approved, the AQP Office will send out an appointment letter stating the course/s
the External Examiner has oversight of and the tenure of the appointment.

8. Duration of the appointment

External Examiners are appointed by the University normally for a period of four years.
Undergraduate appointments will normally commence on 1 October of a given year and
expire on the 30 September in order to coincide with the start date of an academic session.
For postgraduate appointments the appointment will usually run until the 31 December to
include the PABs and give time for any formal queries that arise after the PABs. An
External Examiner will be asked to provide an overview of their term in office on completing
the final report.

External Examiners for Degree Apprenticeships and January-start courses are appointed
by the University normally for a period of five years to align with the University’s academic
cycle. Each appointment begins on 1 January of the starting year and concludes on 30
September of the final year, ensuring coverage across all relevant programme intakes.

Postgraduate appointments for January intakes will normally commence on 1 January of
a given year.

Exceptionally a period of appointment may be agreed to coincide with a term start date,
for example in cases where the tenure of a previous External Examiner had been
terminated part way through the session. In exceptional circumstances an extension of
one yearmay be approved. Faculties or Partner Institutions should submit a written request,
supported by the FEC, setting out the rationale. Such requests will usually only be
considered in order to provide continuity either where the tenure of more than one External
Examiner is due to end at the same time or where the experience of another External
Examiner needs to be complemented.

9. Phasing of appointments

It is desirable to phase External Examiners’ appointments where more than one External
Examiner is appointed to a course. The induction of new External Examiners and effective
liaison between outgoing and incoming examiners should be regarded as complementary
to the principle of phasing. Previous External Examiner Reports will be made available to
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new Externals Examiners by the Faculty or Partner Institution.
10.Timing of the appointment process

Recommendations for the following academic year should be considered by the
appropriate Faculty Education Committee or AQP Office (Partnership) (as detailed above)
at the spring meeting for undergraduate courses and the summer meeting (or earlier if
possible) for postgraduate courses and autumn meeting for apprenticeship courses,
where relevant.

The early appointment of an External Examiner is vital. Where a course has been
approved at validation, the Faculty or Partner Institution will be asked to secure a
nomination for an External Examiner ahead of the start of the course.

Where an External Examiner is not appointed ahead of the start of an academic year,
exceptionally, the Pro Vice-Chancellor may consider withdrawing the course.

Faculties are asked to publish the name of the External Examiner appointed to each
course. This will usually be included in the course handbook provided to students.

11. Early termination of appointments
Termination of contract or resignation

If an External Examiner is likely to be unavailable for an extended period of time during the
period of appointment, the Academic Quality and Partnerships Office (AQP) should be
informed as soon a s possible. This will ensure that alternative External Examiner
arrangements can be put in place. EEs are required to inform the AQP Office at least one term
before they intend to finish working as an EE. In exceptional circumstances, for example
serious illness, less notice can be given. Letters or emails of resignation/termination should
be addressed to the AQP Office.

Exceptionally, the University may end the role of an External Examiner before the
completion of his/her appointment. This may be due to the following circumstances:

o failure to submit an annual report

o failure to attend (in-person or virtually) the campus at least once per year

. where there is a conflict of interests which was not apparent at the time the
appointment was made

o where there has been a significant change in circumstances of the External
Examiner in relation to appointment

o where there has been a significant change in the circumstances related to the

course to which the External Examiner has been appointed — e.g., discontinuation of the
course/modules

° where there has been an irretrievable breakdown in relations between the
External Examiner and the Faculty or Partner Institution

o misuse of data

. Misconduct

o Where there has been extended unavailability or a sustained inability to perform the

agreed services for a prolonged or indefinite period of time, and no mutually acceptable
alternative arrangement, (such as temporary adjustments) has been reached
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12. Maintenance of a co-ordinated list of External Examiners

A list of External Examiners for University courses (including Partner Institutions) will be
maintained by the AQP Office. The list will act as both a checklist for reviewing the home
institutions of potential nominees at both Faculty and University level, for recording
incoming reports and enabling basic data gathering about the population of External
Examiners.
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SECTION C: CRITERIA FOR THE APPOINTMENT OF EXTERNAL EXAMINERS
13. Policy on the criteria for the appointment of External Examiners
The principles underpinning the criteria for the appointment of External Examiners:

o require that External Examiners have knowledge and understanding of UK sector
agreed reference points for the maintenance of academic standards and assurance and
enhancement of quality;

o require that External Examiners are sufficiently qualified and have sufficient
expertise and experience in discipline-specific and assessment matters and in course
design;

o Have relevant subject expertise in the fields covered by the course. This may be
indicated by: the present (or last, if retired) post and place of work; the range and scope of
experience across HE or the professions; current and recent active involvement in
research/scholarly/professional activities in the field of study concerned.

o Relevant academic and/or professional qualifications to at least the level of the
qualification to be externally examined and knowledge of Professional and/or Statutory Body
(PSRB) requirements where relevant

o support the exercise of objective, impartial and independent judgements about
awards made by the University;
o avoid arrangements which result in undue reliance on nomination of External

Examiners from any one university and arrangements where there is a known conflict of
interest.

o Have the right to work and reside in the UK and will use the UK as their main place
of residence throughout their tenure for UG External Examiners.

14. Criteria for the appointment of External Examiners

a. External Examiners should have expertise and experience in the academic area of the
appointment, in the assessment of modules and courses and in course design or review.
Normally, External Examiners are expected to be at Senior Lecturer level or above, be
academically qualified to the level of the award being examined and will have knowledge of the
Professional Statutory and Regulatory Body (PSRB) requirements where relevant. For courses
with more than one External Examiner, the course may benefit from wide-ranging external
scrutiny by having External Examiners drawn from a relevant variety of institutional contexts.

b. In the case of retired nominees, retirement must have been within the last five years,
and sufficient evidence of current involvement in the subject area is required e.g. via
consultancy or visiting lectureships.

Criteria are not set for discipline-specific expertise, which are a matter for individual
Faculties/Boards of Study/Partner institutions. In relation to assessment expertise, nominees
should demonstrate at least one of the following: experience of external examining at the
appropriate level (for example DPhil examining alone would not be enough); experience as Chair
or member of an examination board at the appropriate level; experience of Course leadership
or significant curriculum development, or otherwise in a role responsible for assessment at a
course-wide level.

C. In the interests of impartiality, those making nominations must avoid reciprocal
arrangements with Faculties of other Institutions. A period of three years must have elapsed
before appointment.

An External Examiner should not normally be appointed if they have any direct interest in, or
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ties to, the University, its staff or students, or if they are from department in a university where a
member of the inviting university department is serving as an External Examiner.

If there are research links between the nominating department and the nominee,
Faculties/Departments/Partner Institutions should specifically indicate on the nomination form
that such a link exists, the nature of the link and the way in which the Faculty/Department/Partner
Institution has satisfied itself that such a link does not endanger the potential objectivity of the
relationship with the proposed External Examiner.

d. In order to have sufficient time for the proper performance of functions, no individual
should hold, simultaneously, more than one other External Examinership at undergraduate or
postgraduate level. They may hold a maximum of two external examiner appointments in total
including the appointment at the University (excluding PhD/DPhil examining duties that are
intermittent).

e. An External Examiner should not normally be succeeded by another from the same
institution to the same course.

f. Former members of staff and former students should not be invited to become
External Examiners until at least five years after their staff appointment/student registration has
ended. Each course may not have more than one External Examiner who is a former member
of staff or a former student at any given time, regardless of the period of time that has elapsed.

g. No External Examiner will be appointed for a second four-year appointment.
Exceptionally, an interim extension may be considered as set outin .7.1.2.e.

h. No two External Examiners should be appointed from the same department/unit of the
same institution to a Faculty at the same time.

i. The nomination of External Examiners with little or no prior experience of external
examining is considered, provided they meet the criteria, and that appropriate arrangements are
made for induction and mentoring by the Faculty/Department/Partner Institution. The Faculty
should arrange for one of their more experienced External Examiners to act as a mentor to the
new External Examiner.

j- An External Examiner should not be appointed to courses at both undergraduate and
postgraduate level where this will result in them being a member of both the undergraduate and
the postgraduate Progression and Award Board (PAB). An exception to thisis Integrated Masters
degrees where the External Examiner can be included in both.

K. UG External Examiners will need to show evidence that they are legally entitled to work

and reside in the United Kingdom. They will be required to use the UK as their main residence
throughout their tenure.

13.12 Former members of validation panels, i.e., independent academics may be nominated
as an External Examiner for a newly validated course

Criteria related to courses and modules

There should normally be at least one External Examiner for each:
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. course leading to a named award, such that there is appropriate expertise
to inform decision-making at the PAB.

. module delivered at Level 5 or above. An External Examiner must be assigned
at module level — the Faculty or Partner Institution ensure that all modules are assigned
before moderation takes place.

. validated course at partner institutions.

14.13 The University does not currently publish criteria for the relationship between the
number of External Examiners and the quantity of assessed material being scrutinised. It
is the responsibility of the Faculty to distribute the modules owned by the Faculty between
the appointed External Examiners.

Where more than one External Examiner is appointed to a course, a Lead External
Examiner should be agreed, usually on appointment.

15. Exceptions to the policy

Exceptionally, External Examiners may be appointed who work outside Higher Education
(for example for Professional Regulatory and Statutory Bodies) or who have discipline
expertise but not assessment expertise (for example in Medicinal Chemistry,
Management, Environmental Science and validated courses in Restoration and
Conservation). In the case of nominees without appropriate assessment expertise, such
appointments will normally only be approved where there is at least one other External
Examiner for that subject/course who has appropriate assessment expertise. This should
be clearly indicated on the nomination form.
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SECTION D: THE INDUCTION OF EXTERNAL EXAMINERS
16. Materials to be sent to the External Examiner

In addition to the appointment letter setting out contractual arrangements, External
Examiners should receive the following information (some material may be provided by
URLS):

a. Materials sent to External Examiners by the AQP Office:

. Handbook on the policy and procedures for external examining of taught courses
. Progression and Award Regulations

Summary and Analysis of External Examiner Reports (Institutional issues identified
by the University including agreed actions)
. Schedule of UG/PG PAB dates and proposed timescale for external

moderation.

Material is also available on:

http://www.sussex.ac.uk/adqge/standards/externalexaminers

In the case of validated courses at partner institutions, the AQP Office will send the
Handbook on the policy and procedures for external examining of taught courses and will
request that the partner institution sends a copy of their own examinations and
assessment regulations.

b. Materials sent to the External Examiner by the Faculty/Department/Partner
Institution at the start of the appointment or start of the year (where

appropriate):
. Course specifications setting out course structure and modules
. Course aims and learning outcomes
. List of modules to be externally moderated
. Module aims and learning outcomes
. Module assessment modes
. Marking criteria
. Reading lists
. Copy of most recent Annual Course Review Report
. Copy of previous External Examiner’s report
. Copy of Progression and Award Board’s annual report
. Confirmation of the name of the person to act as primary contact with the
External Examiner
. Date of Progression and Award Board (PAB) meetings.

In the case of validated courses, the AQP Office (Partnership) will inform the partner
institution of the appointment. The partner will then arrange for the above materials,
relevant to their own institution, to be sent to the External Examiner.
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c. Materials sent to External Examiners at the point of moderation:

Assessment task

Access to the full marks register for the cohort

Module marks statistics

A moderation form containing the internal moderator’'s comments about the
sample of assessment reviewed as part of internal moderation.

d. Related policy information

The following information can be accessed via the web. External Examiners are
requested to acquaint themselves with University policy in these areas:

e The University of Sussex Equality and Diversity Policy
e GDPR Policy

17. Induction

New and continuing External Examiners will be invited to a centrally-organised induction
session annually. External examiners will also receive an induction from the faculty, setting
out what to expect, when they will receive samples for moderation and what modules they
will be assigned to. The induction within the faculty will also cover best point of contact and
accessing Sussex resources i.e., Canvas and Sussex Direct.

The materials indicated in 15.1 and 15.2 form part of the induction. New External
Examiners should also have the opportunity to meet the Faculty/Department/Partner
Institution staff prior to the first formal visit.

a. Induction of External Examiners with little or no previous experience of the
role

Faculties/Boards of Study/Partner Institutions are asked to ensure that inexperienced
External Examiners are mentored by an existing External Examiner who would be
encouraged to identify specific requirements of the role. The inexperienced External
Examiner may consult their mentor on questions regarding grading in comparison to other
institutions but should contact the Faculty if they have questions about the regulations or
processes.

b. Induction of External Examiners from outside higher education

It is not normally University policy to appoint externals from outside higher education, but
such cases may be considered where the appointee is not the sole External Examiner for the
award or his/her expertise is complemented by others who satisfy the criteria. In these
cases, the Faculty/Board of Study/Partner Institution will need to pay particular attention to
the induction of such externals in relation to understanding assessment issues.

Nominees from backgrounds other than higher education, for example business, industry or
the professions, may be appointed where their knowledge and/or experience is appropriate to
the programme of study and ensuring that they are provided with a detailed induction and
support.
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c. Significance of an External Examiner’s signature on the statement of
compliance at the PAB

As part of their induction process, Faculties/Partner Institutions are asked to draw External
Examiners’ attention to the following points:

. the signature of an External Examiner on the statement of compliance indicates
the External Examiner’s endorsement of the outcomes of the assessment process and the
PAB.

. once a statement of compliance has been signed by an External Examiner at a
PAB those outcomes represent the final decision of the PAB and will not normally be
reconsidered except in the case of a decision by a virtual PAB, the discovery of factual
errors or an appeal.
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SECTION E: CONTENT AND FORMAT OF EXTERNAL EXAMINER REPORTS
18. Annual reports

External Examiners are required to submit an annual External Examiner report to the
University within 6 weeks of the exam board. Generic issues of concern and areas of good
practice will be considered as part of the University’s Annual Course Review. If you are coming
to the end of your appointment, we do ask for an overview of your term of office in your final
report. This is valuable both to the institution but also the incoming External Examiner. External
Examiners are asked to complete University’s standard online report form via a dedicated link,
which will be sent to you by externalexaminers@sussex.ac.uk.

All reports for validated partnership courses should be submitted to:

partnership@sussex.ac.uk

Please note that the report template may be subject to change from year to year, External
Examiners are requested to complete the latest version

We recognise that our External Examiners give important feedback on the process/running of
our courses, and the timely receipt of reports enables us to take early action to address issues
raised and make an impact on the experience of the next cohort of students. It is therefore vital
that you meet the deadline for the submission of reports as given below. Please note that
those who are representing a Faculty at the Resit Progression and Award Boards are still
required to submit a report by the deadlines below, however you may send a revised version
of the report following the Resit PAB if appropriate.

e Undergraduate reports six weeks from the date of the end of year PAB
e Postgraduate reports six weeks from the date of the end of year PAB

e Validated courses six weeks from the date of the end of year PAB

Reports which are incomplete or not in the correct format may be returned to the External
Examiner by the AQP Office for amendment and completion. All External Examiner reports
should be completed in sufficient detail to fulfil their role in safeguarding the standards and
quality of provision.

External Examiners are asked to complete a statement of compliance which acts as a
checklist stating whether or not the relevant examination and assessment procedures and
policies have been adhered to in a satisfactory manner. This checklist needs to be
completed in addition to the External Examiner’s Report.

19. Additional reports

a. External Examiners are asked to include a concise overview in their last annual
report at the end of their term of office, both as a précis of the outcomes of their period of
office and to highlight matters which would be helpful to an incoming External Examiner.

b. External Examiners retain the right, should they so wish, to make a separate,
confidential report to the Vice-Chancellor at any time on matters of particular importance

-19-


mailto:partnership@sussex.ac.uk

and/or sensitivity. The University will respond to the concerns raised, in a timely manner,
outlining actions that may be taken as a result.

C. Where an External Examiner has a serious concern relating to systemic failings with
the academic standards of a course or courses and has exhausted all published applicable
internal procedures, including the submission of a confidential report to the Vice-
Chancellor, he/she may invoke QAA’s concerns scheme. QAA advise that, “Such an
investigation will be appropriate where there is evidence of systematic failings in quality
management in the institution, but not where there is a one-off case of ineffective practice.”
Further information on the scheme can be on the QAA website at:
https://www.qgaa.ac.uk/quality-code

20. Procedure for late External Examiner reports

i) Annual reports should be submitted to the University within the deadline specified
in 17 above. This is usually within 6 weeks of the final board attended by the External
Examiner for the academic year in question.

i) If a report is not received within 6 weeks of the final examination board, the AQP
Office will contact the External Examiner to enquire about the reason for the lateness of
the report and to agree a further deadline. This is because the report is one of the main
reference points in the Annual Course Review and quality audit processes.

iii) Where an External Examiner report remains outstanding following the initial
reminder a second reminder will be sent by the AQP Office giving a final date for the receipt
of the report.

a. Where an External Examiner has a serious concern relating to systemic failings with
the academic standards of a course or courses and has exhausted all published applicable
internal procedures, including the submission of a confidential report to the Vice-
Chancellor, he/she may invoke QAA’s concerns scheme. QAA advise that, “Such an
investigation will be appropriate where there is evidence of systematic failings in quality
management in the institution, but not where there is a one-off case of ineffective practice.”
Further information on the scheme <can be on the QAA website at:
https://www.gaa.ac.uk/quality-code

21. Procedure for late External Examiner reports

iv) Annual reports should be submitted to the University within the deadline specified
in 17 above. This is usually within 6 weeks of the final board attended by the External
Examiner for the academic year in question.

V) If a report is not received within 6 weeks of the final examination board, the AQP
Office will contact the External Examiner to enquire about the reason for the lateness of
the report and to agree a further deadline. This is because the report is one of the main
reference points in the Annual Course Review and quality audit processes.

Vi) Where an External Examiner report remains outstanding following the initial

reminder a second reminder will be sent by the AQP Office giving a final date for the receipt
of the report.
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vii) If the AQP Office does not receive the report in time for the Annual Course Review
the Pro-Vice Chancellor (Education and Students) may consider terminating the contract.

viii) The payment of External Examiner fees will be initiated by the AQP office upon
receipt of a report, after which the authorising body will be asked to review and confirm
the payment. We will endeavour to pass payments through the approval process as
efficiently as possible. The AQP Office will notify the External Examiner of the final
deadline.

iX) Fees will not be payable for reports that have been delayed beyond usefulness,
i.e. after the Annual Course Review has taken place. It is important to note that travel
expenses will always be paid by the University on submission of an expense claim form.
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SECTION F: PROCEDURES FOR THE ACKNOWLEDGMENT AND CIRCULATION OF
EXTERNAL EXAMINERS’ REPORTS

22. Acknowledgement and circulation of External Examiners’ reports

There is a three-stage process for the acknowledgement and circulation of External
Examiners’ reports as follows:

a. The Academic Quality and Partnerships Office (AQP),
on receipt of an External Examiner’s report, will send an acknowledgement to the External
Examiner.

The AQP Office will be responsible for monitoring that all expected reports are received and
will take appropriate action on outstanding reports.

22.1 Guidance for Faculty Education Committees

The following guidance is intended for all members and officers of Faculty Education
Committees:

a. Committee secretaries will include the reports within the formal circulation to
committee members.

b. The External Examiner provides assurance to the University on the standards and
quality of the teaching, learning and assessment processes at the University. In addition, the
External Examiner confirms that the assessment and moderation processes have been
conducted consistently and appropriately in accordance with the University’s regulations and
policies.

C. The External Examiner’s report is intended as a tool to assist the University in
identifying strengths and weaknesses in provision and a key purpose of the report is to
encourage the External Examiner to act as a critical friend to the course. It is therefore to be
expected and is an essential part of the process that External Examiners raise queries and
concerns related to courses or modules and make proposals to better manage assessments
going forwards.

d. The University publishes the full report (or extract of) to the current students and staff,

and External Examiners should therefore not identify individuals directly or indirectly. In
addition, the University intends to publish reports to prospective students and the public.
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SECTION G: PROCEDURES FOR RESPONDING TO EXTERNAL EXAMINERS’
REPORTS

23. Procedures for taught courses provided at the University

1. All External Examiners’ reports are subject to detailed scrutiny by the Academic
Quality and Partnerships Office. AQP will draw to the attention of the Pro Vice-
Chancellor (Education and Students) individual reports where there is evidence of
good practice, or where there are matters of particular significance or concern.
Reports falling into the latter category are raised directly with the relevant Faculty or
support unit to ensure appropriate action is being taken. In addition to this, the Pro
Vice-Chancellor has access to all External Examiner reports at both undergraduate
and postgraduate level.

2. Chairs of Board of Studies, Chairs of Module Assessment Boards and Progression
and Award Boards should discuss issues raised in the External Examiners’ reports.
Every effort should be made to engage with elected student representatives when
reviewing these reports within the formal committee structures. The Director of
Teaching and Learning should ensure that an action plan is prepared for the Faculty
Education Committee that addresses each issue and that where no action is
proposed a clear reason must be given for that recommendation. The External
Examiners’ report(s) and the proposed action plan should:

a) be considered by the Board of Study/department meeting where relevant,
and

b) be submitted to the Faculty Education Committee (FEC) in Semester 1
(undergraduate provision) or Semester 2 (postgraduate provision).

a. The FEC will consider the External Examiner’s reports and associated action
plans and either approve the action plan or ask for further action to be taken. The FEC will
also monitor actions taken in the previous year and ensure that any issues have been
resolved.

b. The Chair of the PAB is responsible for ensuring that the agreed action plan is
implemented and for writing to External Examiners to inform them of any action that has
been taken or is intended. Copies of the External Examiner action plan should be sent to
the AQP Office for audit and monitoring purposes.

C. The AQP Office will draft a consolidated overview report for consideration by
University Education Committee (UEC). The report will normally focus on matters of
generic issue, in particular in relation to university-wide policy where such matters are not
within the authority of the Faculty to alter. UEC will consider this report annually and
identify and agree actions to address the issues raised, as appropriate.

d. The AQP Office will ensure that any issues affecting University-wide rules or
procedures are raised at the relevant committee, or with appropriate officers.
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e. The AQP Office will send the summary report with agreed actions to all External
Examiners on behalf of the Pro Vice-Chancellor (Education and Students).

3. Procedures for taught courses provided at partner institutions

a. All External Examiner reports are subject to detailed scrutiny by the AQP Office
(Partnership). The AQP Office (Partnership) will draw to the attention of the Pro Vice-
Chancellor (Education and Students) individual reports where there is evidence of good
practice or where there are matters of particular significance or concern. Reports falling
into the latter category are raised directly with the relevant partner institution to ensure that
appropriate action is being taken. In addition to this, the Pro-Vice-Chancellor has access
to all External Examiner reports.

b. The relevant partner institution’s officers should discuss issues raised in the
External Examiner’s report and prepare an action plan which addresses each issue; where
no action is proposed, a clear reason must be given for that recommendation. The External
Examiner’s report and the proposed action plan should be appended to the Annual
Monitoring Report and submitted to AQP (Partnership) in December, for consideration at
the Annual Monitoring Event and at UEC.

C. UEC will consider the External Examiner reports and associated action plans and
either endorse the action plan or ask for further action to be taken.

d. The relevant officers in the partner institutions (in consultation with the principal
officer responsible for quality assurance) are responsible for writing to the External
Examiner to inform him/her of the action taken or planned. A copy of the response should
also be sent to the AQP Office (Partnership).

e. The AQP Office (Partnership) will write back to the External Examiner on behalf of
the Pro Vice-Chancellor to address institutional issues raised.

f. The AQP Office (Partnership) will monitor responses.
g. The Pro Vice-Chancellor will write to thank all outgoing External Examiners.
h. In the following year’s Annual Monitoring Report, the partner institution should

confirm that all action has been implemented, monitor progress of any actions not yet
implemented and evaluate the effectiveness of any changes made.
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SECTION H: ADDITIONAL INFORMATION
24.Fees and expenses
External Examiners will receive an annual fee which covers all the duties that have been

carried out on behalf of the University. The minimum expectations from the External
Examiner in order to receive the annual fee are the following:

o Progression and Award Board (PAB) attendance

o Provide comments on assigned moderation samples before accepting

or rejecting the sample via Sussex direct moderation page

o Completion of External Examiner Report

o Sign off exam papers and essay titles for modules that they are assigned to
o External moderation for modules that they are assigned to

The payment of External Examiner fees will be initiated by the AQP office upon receipt of
a report, after which the authorising body will be asked to review and confirm the
payment. We will endeavour to pass payments through the approval process as efficiently
as possible. All External Examiner reports must be completed on the latest version of
the External Examiner Report template which will be sent to you by
externalexaminers@sussex.ac.uk

A basic fee of £320 will be paid to each undergraduate or postgraduate External Examiner
per annum. In addition, a workload fee of £50.00 per module (either UG or PG) will be paid
to reflect the workload allocated to the External Examiner. The workload fee will vary
depending on the number of modules that the External Examiner is appointed to. However,
the overall fee, with the exception of the additional fees for specific activities below, will be
capped at £800.

An additional fee will be paid for:

(i) Resit PAB attendance: £100.00

(i) Appointment as a Lead External Examiner on a course with more than one
External Examiner: £100.00

(iii) Acting as a Mentor for an inexperienced External Examiner/s: £50.00

(iv) External Examiners moderating 10 or more modules will receive a single

additional payment of £50 per year.

No External Examiner will receive less than £320 or more than £800 (excluding additional
fees and expenses).

Partner Institutions: Fee levels are set by the Partner Institution and payment of expenses
are the responsibility of the Partner Institution (unless other arrangements have been
agreed with the University).

The Inland Revenue requires all universities to deduct income tax, at the basic rate, from
all payments of fees for examining (except postgraduate degrees). When payment is
made, a payslip can be downloaded from the XMS system and will show the tax deducted.
This should be retained and submitted with the annual tax return.
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Expense claims may be submitted as soon as expenses have been incurred during the
course of the academic year. Expenses claim forms must be completed correctly and
supported by the appropriate receipts and/or travel tickets. Expenses cover travel and
subsistence expenses. These should be sent separately to your relevant Faculty
administrative contact. Expenses will be paid independently from fees and will not be
delayed until receipt of the annual report.

The University of Sussex Visitor Expense Form can be found at:

http://www.sussex.ac.uk/finance/forms

25. Proving your Right to Work in the UK

In order to comply with the legal requirements, UG External Examiners will be asked to
provide evidence that they are legally entitled to live and work in the United Kingdom (UK) at
the start of their appointment

Please note that fee payments may be significantly delayed without production of these
documents or combination of documents.

If your visa expires before your contract ends, you may be able to apply fora
Permitted Paid Engagement visa. For this visa the University has to invite you to undertake
a short-term, fee-paid engagement.

This will enable you to visit the UK to examine students for up to one month and
receive payment.

Please note that due to the nature of the PGT External Examiner role, External
Examiners who are appointed to PGT courses are not required to undertake a
Right to Work check.

For more details: http://www.ukba.homeoffice.gov.uk/visas-immigration/visiting/paid-
engage/engagements/

26. Misconduct

The University will thoroughly investigate any reports of inappropriate behaviour. In
instances of alleged misconduct by an External Examiner, an investigator, who does not
work closely with the individual under investigation, will be appointed by the Hearing
Manager. The investigator will liaise with the institution to gather relevant evidence, and to
carry out interviews with any relevant colleagues. Any evidence gathered by the investigator
will be made available to the External Examiner, who will then be invited to
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make a written statement regarding the allegation. The investigator will provide the Hearing
Manager with a report of their findings, and the Hearing Manager will then assess the case

and outline the next steps. The possible outcomes of any investigation of External Examiner
misconduct are as follows:

- No case to answer

- Withdrawal of any further offers of work

27. Misuse of data

As External Examiner a sample of student work will be made available to you. This material is
confidential and is made available for the express purpose of carrying out your duties as an
external examiner. The University acts as a Data Controller when University of Sussex
appointed external examiners process personal data for students while carrying out their
duties. Under data protection legislation the University is required to process personal data
for specified, explicit and legitimate purposes and ensure the data is not further processed in
a manner that is incompatible with those purposes. This is the ‘purpose limitation’ principle.
Using information, you are privy to in your role as external examiner for an unrelated action
that is not compatible with the original purpose (i.e., external examining) is not an appropriate
use of personal data.
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SECTION I: ELECTRONIC INFORMATION AND CONTACT ADDRESSES

28. the Academic Quality and Partnerships Office (AQP) web pageis the first
place to look for access to any documents or guidance.

http://www.sussex.ac.uk/adge/standards/externalexaminers

Enquiries concerning the University’s External Examiner policy and procedures,
administrative matters, appointments and payments should be sent to:

Academic Quality and Partnerships
Office Room 326

Sussex House

University of Sussex Falmer
Brighton

BN1 9RH

externalexaminers@sussex.ac.uk

External Examiner reports should be sent to the Pro Vice-Chancellor (Education and Students)
at the following email address:

externalexaminers@sussex.ac.uk

All enquiries about Partnership and Validated courses should be addressed to:

Academic Quality and Partnerships
Office Room 325

Sussex House

University of Sussex Falmer
Brighton

BN1 9RH

Partner/Validated Reports should be sent to:

partnership@sussex.ac.uk

Appendices
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Appendix 2 Documentation available to External Examiners 32
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Appendix 1 - UNIVERSITY of SUSSEX - EXTERNAL EXAMINER ACTION PLAN
Faculty:
Academic Year:
Level (UG or PG):

Course title(s)
Name of External

Comment requiring |Proposed actions and

Faculty action delivery method Timescale Responsibility Evaluation Method

*Note that institutional responses will be the responsibility of the AQP Office and will be sent to the FEC for information.
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Appendix 2 - Documentation available to External Examiners

Following appointment During appointment Annually
Letter of appointment which sets out the contractual arrangements Information on how fees are Induction: New External Examiners will
Quality and including: calculated receive an induction carried out centrally
Partnerships o Course/module for which you are responsible, period of by the University
appointment, annual report requirement, acceptance form along with Updates to External Examiner
Office confirmation of eligibility forms appointments (where necessary the
reallocation of duties or extension Updated versions of the following will be
Examination and Assessment Regulations Handbook will be made of tenure) made available via the University of
available to External Examiners via the University of Sussex website: Sussex website:
. Examination and Assessment
http://www.sussex.ac.uk/adge/standards/externalexaminers Regulations

. External Examiners’ Handbook
This includes information on the progression and award regulations,

examination boards, academic misconduct policy, and exceptional
circumstances procedure.

Handbook on the policy and procedures for the External Examining of Acknowledgement of External

taught courses: Examiner annual report by email.
External Examiner Reports will be

http://www.sussex.ac.uk/adge/standards/externalexaminers summarised and made available on the
website. Examples of good practice

This includes the duties and powers of External Examiners, procedures and common issues across Faculties

for nomination and appointment, induction of External Examiners, will be highlighted.

completion of annual reports, fees and expenses payable, forms and key
contacts at the University.

Faculty/Department ° Course specifications setting out course structure and modules Sample of assessments following Copy of most recent Annual Course Review
. List of modules to be externally moderated the internal moderation process Report
o Course/module aims and learning outcomes (level 5 and above) — including Action plan: Feedback on how
o Faculty assessment policy — including information on marking criteria, indication of number of scripts comments made in the External
modes of assessment Arrangements for the PAB Examiner report are to be addressed
J Reading lists meetings (and other visits) Date of Progression and Award Board (PAB)
. Copy of previous External Examiner’s report meetings.
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