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(This form must be signed by a Dean of School)

From

Dept


To:     The Student Office, Administration 2

Please arrange for the under-mentioned to be appointed as an External Programme Assessor/External Examiner for taught courses and programmes.  

I attach a brief curriculum vitae of the nominee and a check-list confirming that there are no known conflicts of interest in the appointment, and I confirm that this appointment meets all the criteria contained in the University’s Code of Practice on External Examining (AQPH, Appendix 8: www.lboro.ac.uk……………).  

NB  If the proposed appointment is outside the normal criteria, a written case must accompany this form for consideration by the AD(T).

Also enclosed is the School information list.

Signed      ________________________________   Date    ______________________

SECTION A - THE APPOINTEE

Title
_______________________________________________________

Name                      _______________________________________________________


Degrees                  _______________________________________________________

Honours                 _______________________________________________________

Address                  _______________________________________________________

                               _______________________________________________________

Email address        ___________________________   Tel: No:____________________

Current post held   _______________________________________________________

SECTION B - NATURE OF APPOINTMENT

· Will this person act as an External Examiner for modules?


Yes/No

If so, to which modules 


· Will this person act as an External Programme Assessor?


Yes/No

If so, to which programme(s)?  ______________________________________________

_______________________________________________________________________

In which academic year is this appointment to begin?  ___________________________

APPROVAL PROCESS

Received in Student Office

Checked

Sent to PQTP
Approved by    
signature 






PQTP on behalf of PVC(T) date 






Received back in Student Office

CIS

EXCEL

LETTER

  email

DEPT

FILE

Student Office

Revised July 2011
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INFORMATION FOR EXTERNAL EXAMINERS PROVIDED BY THE

SCHOOL OF______________________________________________

The School 

School contact point:


Name:________________________________________________________


Tel No:  (01509)  ________________ E-mail: ________________________

	
School profile
	


The Programme/Module

	
Syllabuses
	

	
Programme Specifications
	

	
Module Specifications
	

	
Programme Regulations
	

	
Preferred A-level/first degree subjects
	

	
Any direct admission to year two
	

	
Non-traditional admissions
	

	
Policy statement (see overleaf)
	

	
External Examiners’ reports for the last 3 years
	


The Assessment

	
Dates of Programme Boards 
	

	
A set of previous question papers
	

	
Description of prizes to be awarded
	


General Information

In addition the Student Office will supply the following general information:

•
General Regulations for UG Awards

•
Assessment Regulations for UG Awards

•
General Regulations for Modular PG Awards

•
Assessment Regulations for Modular PG Awards

•
Ordinance XIX: Examinations

•
Code of Practice: External Examining

•
Equal Opportunities Policy

•
Schedule of Fees

•
LU Facts and Figures

•
Visitors’ Information Guide

Other Relevant Information available on the Loughborough University Home Page at:

www.lboro.ac.uk
Academic Quality Procedures Handbook: (www.lboro.ac.uk/admin/ar/policy/aqp/index.htm) Particular attention is drawn to the Codes of Practice on External Examining; Coursework; Undergraduate Modular Assessment; Undergraduate Reassessment; Viva-Voce Examinations.

About this Form

When requesting the appointment of an External Examiner or External Programme Assessor, use this form to compile a package of information which will be useful to the Examiner.

The list indicates the information, which the University expects most External Examiners to receive.  Tick those boxes where information is being provided and cross those boxes where information is not being provided.  Many of the items will be standard School documentation; the remaining information should be provided in a brief policy statement which should also indicate why the crossed items have been omitted.  The policy statement should explain the department’s student assessment practice generally and how the External Examiner can expect to be involved in the assessment process in the course of the academic year.

This form together with the package of information and the appointment form should be returned to the Student Office who will forward this, together with the general University information listed and the formal offer of appointment, to the appointee.

Revised July 2011
APPOINTMENT OF AN EXTERNAL PROGRAMME ASSESSOR AND/OR EXTERNAL EXAMINER

CHECKLIST OF CRITERIA TO AVOID POTENTIAL CONFLICTS OF INTEREST

This form must be signed by the Dean of the inviting School and submitted with the Appointment Request Form.

I confirm that the appointee

	
	Tick box

	· Does not hold more than one other appointment as an external examiner in HE


	

	· Has not been a member of staff or a student of LU, or a partner organisation, within the past three years


	

	· Has not held a previous appointment as an external examiner in the inviting School at LU within the past four years


	

	· Is not employed in an HEI department/ School elsewhere which has a member of the inviting School at LU serving as an external examiner


	

	· Is not employed in the same HEI department/ School as the previous external examiner for the same programme(s)/module(s)


	

	· Has no personal conflicts of interest (for example, a son or daughter or other relation or is connected with a person who is a student or member of staff in the inviting School at LU) 


	


A written case must be made in support of any proposed appointment that does not meet the above criteria and submitted with this form to the Student Office.  Please tick this box if a case is being made: 
	


Signed __________________________________  Date _______________
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