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This form should be used to propose new external examiner appointments.  (Form EE2 should be used to propose extensions to terms of appointment and/or additional or redistributed duties in respect of currently approved external examiners).  
The form should be text processed and is designed for electronic transmission up to the point of signature and submission.  Part I should be completed by a member of University staff, prior to completion of Parts II and III by the proposed examiner.  The completed form and accompanying CV should be returned electronically to the Programme Leader.

Fully completed and approved forms, together with a copy of the nominee’s current CV, should be sent to the Standards and Enhancement Office: eereports@bolton.ac.uk, not less than twelve months before the date of the first assessments with which the proposed examiner will be associated. 

Appointment procedures and criteria are detailed in The Nomination, Appointment, Rights and Responsibilities of External examiners and the Consideration of Their Reports 
https://www.bolton.ac.uk/Quality/EEE/ExternalExaminers/Documents/Nomination-and-Appointment-August-2022.pdf 

and a fuller description of the role can be found at section 10 of the Regulations for the Organisation and Conduct of Assessment Boards 
https://www.bolton.ac.uk/Quality/EEE/ExternalExaminers/Documents/Regulations-for-the-Organisation-and-Conduct-of-Assessment-Board-2022-23.pdf 

Criteria are reproduced at the end of the School Checklist below.  Please ensure that all sections of this form and the School Checklist are completed and that the form is approved as indicated.

Schools should be mindful of any potential implications arising out of an external examiner’s proximity (geographic or otherwise) when proposing a new external examiner.
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Application for approval of an external examiner for a taught course
	Full Name of Examiner:
	

	Programme Leader proposing the appointment on behalf of the School Board:

	

	Approved by Head of School or nominee (normally Academic Co-ordinator (Student Experience and Learning Enhancement) or equivalent):

	(signature) 
	Date:      

	PART I – PROGRAMME DETAILS


	1.
	Details of Programme(s). Award and programme title(s); indicate responsibility for particular mode(s), year(s), level(s), stage(s) if applicable. Please also provide the relevant course codes.


	2.
	(a) Subject(s) to be examined.  Subject modules for which examiner will have particular responsibility, with average student numbers where known.

(b) Where collaborative provision is to be examined, identify relevant partner         organisation(s).



	3.
	Proposed period of tenure.  External examiners should normally be associated with four outputs/years from the course, starting  one term before the first output and finishing one term after the last output with which they are associated (normally Jan-Dec).


	
	From:         DD/MM/YY
	To:          DD/MM/YY



	4.
	Examiner to be replaced (if applicable)

	
	Name:


	

	
	Home institution/organisation:
	

	
	(Note: New examiners should take up appointment no later than on the retirement of any predecessor)



	5.
	External examiner team.  Give details of other proposed/approved external examiners (name, home institution/organisation, area of responsibility and dates of appointment). Examiners not yet approved should be clearly marked*.


	6.
	Proposed Fee.  Please tick the appropriate box(es) and add explanatory text if necessary.
The current fee structure is published at https://www.bolton.ac.uk/Quality/EEE/ExternalExaminers/Documents/FeesExpenses-2022.doc 

	
	Standard fee for Subject/Award Examiner
	
	

	
	Supplement in respect of additional workload/duties
	
	

	
	Other
	
	


	Part II – DETAILS OF PROPOSED EXAMINER
To facilitate consideration of your application please complete all sections below; please do not simply refer to your CV (except for section 15).


	7.
	Name 

	
	Surname:
	
	Title:
	

	
	Forename(s):
	
	Date of Birth:


	

	8.
	Higher Education

University/ies and/or college(s) attended:


	9.
	Present post.  If retired please indicate the nature of your experience since your retirement, and give last post, with dates, and home address.


	
	Present/last position:


	

	
	Present/last place of work:


	

	
	If Retired, experience since retirement:


	

	
	Home (Residential) Address for HMRC compliance (Required):

	

	
	Telephone number (Work):
	

	
	Telephone number (Home):
	

	
	Institutional E-mail (Required):
Personal E-mail: (Required)

	

	10.
	Employment

	
	Employer:
	Post(s) with dates:

	
	
	

	11.
	Professional qualifications

	
	Professional body:
	Qualifications/status of membership, with dates:

	
	
	

	12.
	Profession development. Please provide details of any external examiner related professional development undertaken within the previous five years, eg Advance HE Professional Development course for External Examiners.

	
	

	13.
	Current external examiner appointments.  Details should include names of institutions, programme titles, level and dates of appointment.  If the proposal will lead to a total of more than two substantial undergraduate/postgraduate appointments concurrently, or the equivalent, please indicate how this can be accommodated without resulting in an unreasonable workload.

	
	
	

	14.
	Experience as external examiner over the last five years, with names of institution(s), programme titles and level, and dates of appointment.  (PLEASE PAY PARTICULAR ATTENTION TO THE FULL COMPLETION OF THIS SECTION).

	
	Institution:
	Programme title, level and dates:

	
	
	

	15.
	Other relevant experience as an internal examiner or in other capacity, over last five years, with names of institutions where appropriate, programme titles and level, and dates.  (PLEASE PAY PARTICULAR ATTENTION TO THE FULL COMPLETION OF THIS SECTION).  

	
	Institution:
	Programme title, level and dates:

	
	
	

	16.
	Research and related scholarly/professional activity/consultancy.  Give a brief account of main activities with particular reference to the last five years and list major publications (books, articles in refereed academic or professional journals), with dates (or refer to CV). 

	
	

	17.
	Teaching experience.  Give a brief account of main areas of teaching responsibilities 
(if any) over the last five years.

	
	Institution:
	Programme title, level and dates:

	
	
	

	18.
	Any current/previous association with the University of Bolton/the programme to be examined/individual staff/students; with dates.

	
	Dates:
	Nature of association:

	
	
	

	PART III – AGREEMENT

	18.
	By submitting this completed form to the University you agree that your details may be circulated to members of Senate, relevant committees (which may include student representation) and/or your External Examiner Mentor(s) (if appropriate).



SCHOOL CHECKLIST – PART A

Programme Leaders should refer to the Criteria for Appointment overleaf, and indicate Yes or No as applicable
	
	
	Yes/No/

N/A
	Refer to criterion


	1.
	Is the nomination being made less than 12 months before the date of the first assessments with which the nominee is to be associated?
	
	Standard

Requirement

	2.
	Does the nominee already examine any other University of Bolton programme?
	
	Standard Requirement

	3.
	If the nominee’s home institution is in close geographic proximity, has the nominating team considered any potential implications? 
	
	Standard Requirement

	4.
	Does the nominee meet the requirements of any relevant professional, statutory or regulatory body in respect of external examiner appointments?
	
	Standard Requirement

	5.
	Does the nominee already examine on 2 or more programmes?
	
	3 (Terms of Office)

	6.
	Is the nominee from the same department as the Examiner being replaced, or as any other External Examiner connected with the same programme?
	
	8 & 9 (Conflicts of Interest)

	7.
	Does any member of staff from the proposing subject area currently act as External Examiner for cognate programmes in the nominee’s home institution?

	
	7 (Conflicts of Interest)

	8.
	At the time of writing and over the past 5 years, has the nominee been a member of staff, governor, or student of the University of Bolton, or had a close relationship, including collaborative research, with a member of University staff, or with a student currently involved with the programme?
	
	1, 2, 5, 6 &  (Conflicts of Interest)

	9.
	Is the nominee likely to be involved in the sponsorship of students, assessment of colleagues, future employment of students or placement/training of students, or stand to benefit from any student outcomes?
	
	3 & 4 (Conflicts of Interest)


SCHOOL CHECKLIST – PART B

Programme Leaders must indicate in the first column whether they consider that the proposed external examiner meets (Yes) or does not meet (No) the criterion and justify any instances where the criterion is not met.
	
	Criterion
	Y/N
	Justification

	Person Spec: 
1, 2, 3, 8

	Academic/Professional qualifications
	
	

	Person Spec:

4, 5, 7, 9, 10, 11
	Standing, expertise and experience


	
	

	Person Spec: 6
	Sufficiency of recent external examining or comparable related experience
	
	

	Conflicts of Interest & Terms of Office: 4
	Institutional/professional background and tradition (related to external examining team as a whole)
	
	


THIS FORM, ALONG WITH THE COMPLETED EXTERNAL EXAMINER NOMINATION FORM (EE1), SHOULD BE RETURNED TO THE STANDARDS AND ENHANCEMENT OFFICE: eereports@bolton.ac.uk  TO WHOM ANY QUERIES SHOULD BE ADDRESSED.

Criteria for Appointment
In approving the appointment of External Examiners, Senate will be seeking to ensure that they are competent and impartial and that Assessment Boards maintain the overall balance and diversity necessary to ensure that students are fairly assessed.  
Person Specification
External examiners should normally be from degree-awarding institutions in the higher education sector, with direct experience of the application of HE standards and the management of quality.  However, the University welcomes academics from the FE sector as curriculum advisors, members of Industrial Advisory Panels and as Visiting Fellows where appropriate.
Proposers of external examiner nominations should ensure that there is appropriate evidence of the following:
1. knowledge and understanding of UK sector agreed reference points for the maintenance of academic standards and assurance and enhancement of quality

2. competence and experience in the fields covered by the programme of study, or parts thereof

3. relevant academic and/or professional qualifications to at least the level of the qualification being externally examined, and/or extensive practitioner experience where appropriate

4. competence and experience relating to designing and operating a variety of assessment tasks appropriate to the subject and operating assessment procedures

5. sufficient standing, credibility and breadth of experience within the discipline to be able to command the respect of academic peers and, where appropriate, professional peers

6. familiarity with the standard to be expected of students to achieve the award that is to be assessed

7. fluency in English, and where programmes are delivered and assessed in languages other than English, fluency in the relevant language(s) (unless other secure arrangements are in place to ensure that external examiners are provided with the information to make their judgements)

8. meeting applicable criteria set by professional, statutory or regulatory bodies

9. awareness of current developments in the design and delivery of relevant curricula

10. current and recent active involvement in research/scholarly/professional activities in the field of study concerned

11. competence and experience relating to the enhancement of the student learning experience.
Conflicts of Interest
External Examiners should be drawn from a wide variety of institutional/professional contexts and traditions in order that the course/programme benefits from wide-ranging external scrutiny.

Proposers of External Examiner nominations should bear in mind that anyone in the following categories or circumstances would not normally be approved:

1. a member of a governing body or committee of the appointing institution or one of its collaborative partners, or a current employee of the appointing institution or one of its collaborative partners

2. anyone with a close professional, contractual or personal relationship with a member of staff or student involved with the programme of study

3. anyone required to assess colleagues who are recruited as students to the programme of study

4. anyone who is, or knows they will be, in a position to influence significantly the future of students on the programme of study

5. anyone significantly involved in recent or current substantive collaborative research activities with a member of staff closely involved in the delivery, management or assessment of the programme(s) or modules in question

6. former staff or students of the University unless a period of five years has elapsed and all students taught by or with the external examiner have completed their programme(s)

7. a reciprocal arrangement involving cognate programmes at another institution

8. the succession of an external examiner by a colleague from the examiner’s home department and institution

9. the appointment of more than one external examiner from the same department of the institution.
Terms of Office

1. The duration of an external examiner’s appointment will normally be for four years/outputs, with an exceptional extension of one year to ensure continuity.

2. An external examiner may be reappointed in exceptional circumstances but only after a period of five years or more has elapsed since their last appointment. 
3. External examiners normally hold no more than two external examiner appointments for taught programmes/modules at any point in time. 
4. There should be an appropriate balance of expertise in the team of External Examiners:
*
The proposed examiner should complement the external examining team in terms of expertise and examining experience.

*
Where appropriate, there should be an appropriate balance between academic and professional practitioners.

*
The range of academic perspectives necessary to the course/programme should be represented in the external examining team.

*
If the course/programme is associated with or may lead to a professional award, at least one practitioner with appropriate experience should be in the team.

*
The external examining experience in the team as a whole must be sufficient and wide-ranging.

*
The phasing of appointments to the team should be structured to ensure continuity.
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