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Introduction
External Examiners Handbook
This Handbook is intended to give general guidance to external examiners, advisers and mentors on their roles and responsibilities, together with an outline of the University’s framework for the assessment of students.  Appendix 1 shows the current senior management and committee structures of the university and Appendix 2 the 2010/11 academic year calendar.
In addition to this University Handbook, all external examiners/advisers should receive appropriate documentation from their Scheme or Course Leader.  Please see Appendix 3.
The full contents of this book, the University Academic Regulations, external examiner report forms and related materials are all available via the University’s External Examiners Web page http://www.leedsmet.ac.uk/prs/index_external_examiners.htm
1
The Structure of the University
1.1
Committee structure
The External Examiners Sub-Committee reports to the Quality, Standards and Regulation Committee of the Academic Board. 
1.2
Structure of academic provision
Each higher education student is registered for an award of the University.  Stand-alone awards are called courses.   Awards are also grouped into schemes, as in the Faculty of Business and Law Undergraduate Scheme.
Each scheme/course of the University is located in a particular School/Academic Unit and consists of a set of modules, which together make valid programmes of study for the available awards.  Schools/Academic Units own specific modules.  A module may form part of many programmes of study, not necessarily solely for awards in the School/Academic Unit that owns it.
The University launched an institution-wide joint honours scheme.  This involves equal combinations of two subjects from more than one School/Academic Unit.  Some other courses combine modules from more than one Faculty, for example where a language is an option.  Flexibility for students is also offered through Individual Programmes of Study (IPoS), in which students study for School/Academic Unit-based awards that may include modules owned by other Schools/Academic Units.
The standard undergraduate course structure is of three levels, each made up of 120 credit points, usually delivered through eight 15-credit point modules.  Taught masters degrees total 180 credit points, typically nine 20-credit point modules.
1.3
Academic quality
While overseen by the University’s Registrar and Secretary’s Office, the management of quality assurance and enhancement is largely devolved to the Faculties, with quality control the responsibility of Schools/Academic Units.  They work within the regulatory framework provided by the University’s Academic Regulations.
1.4
Appointment of external examiners and advisers
For each scheme or course the University appoints one or more external examiner(s).  If there are two or more working as a team, one of these may be designated as chief external examiner.  For some complex awards subject-specialist external advisers are appointed, who are effectively responsible to a designated external examiner.  External advisers do not normally attend meetings of Boards of Examiners (see section 8 for attendance requirements).
2
External Examiners
2.1
External examiners’ duties
The primary role of external examiners is to ensure that students are assessed fairly in relation to other students on the Scheme or Course and to all students across the University and nationally.  Full details of external examiners’ responsibilities can be found in the University’s Academic Regulations.  Please see Appendix 4, which contains the relevant extracts.  Requirements for attendance of assessment committees are detailed in section 8 of this document.
On appointment, external examiners are assigned specific duties, which may include:
· participation in decisions about recommendations for the award(s) and student progression within a scheme or course;
· moderation of modules of a course or groups of modules, appropriate to their subject or professional expertise. The modules may also contribute to an award for which the external examiner is not responsible;
· participation in decisions about the approval of IPoS;
· participation in decisions about changes in the assessment regulations for a scheme or course and the approval of new modules and/or modifications to existing modules of a scheme or course.
3
External Advisers
Full details of external advisers’ responsibilities can be found in section C11.17 of the University’s Academic Regulations.   Please see Appendix 4.
3.1
Role
On a limited number of schemes and courses external advisers are appointed to assist the external examiners.  External advisers may, for example, be appointed to assist with short courses and language awards.
3.2
Selection and appointment
The selection and appointment of external advisers follow the same procedures as for external examiners.
3.3
Duties
The duties of external advisers are fewer than those of external examiners and do not normally include participation in meetings of Boards of Examiners (see section 8 of this document).  An individual schedule of duties will be agreed with the scheme/course team.
4
External Mentors
The following guidelines are intended to act as an aide-memoire for those involved in the mentoring process. 
4.1
Guidelines for external mentors
There are occasions when it is recognised that a new external examiner would benefit from the support of a mentor.  The External Examiners Sub-committee would consider this need when it approves an appointment.  It is also possible for a new external examiner to request a mentor when he/she is appointed if he/she would like this form of support.  This is in addition to the development sessions organised by the Quality, Standards, Review and Enhancement team (see section 9 of this document). 
Initial requirements 
Identification by the Faculty of a current experienced external examiner in the appropriate area to act as ‘mentor’.
Clarification of the respective roles and responsibilities of the mentor and the new external examiner by telephone, correspondence or attendance at the relevant University development session. 
Provision of information to assist the new external examiner, including documentation from the School/Academic Unit regarding the scheme/course(s) and local procedures, and agreement of a schedule of activities.
4.2
The role of the Mentor
The mentor should be both proactive and reactive:
Proactive:
Anticipate likely/obvious areas where the new external examiner will need assistance and put arrangements in place to address these;
· Plan ahead and identify meetings in the diary as required to support key events;
· Advise on how to approach the University if issues arise.
Reactive:
· Be on hand to act as an information source and a guide/link to more specialist support;
· Quickly step in to support and assist if required. 
4.3
The role of the External Examiner
The new external examiner has a responsibility to:
· access written material on systems and processes where these are readily available (eg. on the University’s External Examiner website), rather than placing over-reliance on the mentor;
· be proactive in seeking assistance and support. 
If you are a mentor and require contact details for the external examiner you are mentoring, please contact Carol Blackall on 0113 8123919 or e-mail to
external-examiner-admin@leedsmet.ac.uk 
5
Assessment of Students
5.1
Assessment schemes
All Schemes/Courses have to conform in full to the University’s Academic Regulations unless variation has been specifically sought and allowed, for example where a professional or statutory body has different progression and award requirements.  Each scheme/course is subject to both the University regulations and any regulations specific to that scheme/course. 
Assessment is always in relation to the objectives and learning outcomes of a particular award, as identified in a scheme or course document or negotiated through a formal process such as an IPoS Approval Board.  The Assessment Process Overview is shown in Appendix 5 and a brief guide to the assessment regulations is shown in Appendix 6.
5.2
Internal examiners
Assessment is carried out by internal examiners, using methods which are explicit, valid and reliable and allow them to assess students fairly.
5.3
Academic judgement
Both scheme/course and University regulations limit discretion in academic judgement.  In interpreting the regulations the use of the words may or cannot are important.  Scheme or course teams may have further limited this discretion by including in regulations, for example, students having to pass pre-requisite modules in order to proceed to the next level.  This cannot be overturned by a Board of Examiners or Examination Committee. 
Students also need to understand that:
· assessment of their work is a matter of judgement, not simply of computation;
· marks, grades and percentages are not absolute values but symbols used by examiners;
· the academic judgements of examiners cannot in themselves be questioned or overturned.
5.4
The role of external examiners in assessment
It is not the job of an external examiner to consider the full set of assessment for an individual student, nor a specific assessment for a full cohort.  That is the job of internal examiners.  External examiners moderate the assessment of a cohort on a module on the basis of a suitable sample of work provided by the course team.  They thereby assure the University of the standard of assessment outcomes, ie. that for each module appropriate assessment has been set and subsequently marked and internally moderated to the proper standard for the level and award. 
External examiners further ensure that there is fairness and justice in the consideration of each student’s profile of achievement.  This relates to the proper application of the University’s Regulations for progression and classification for award.  This consideration can only happen subsequent to the cohort outcomes being moderated and finally agreed. 
5.5
Possible decisions open to Boards of Examiners and Examination Committees
A schedule of possible decisions in relation to individual students’ progression between levels and receipt of an award is provided in section C13.29 of the University’s Academic Regulations.  Please see Appendix 4.
6
Boards of Examiners and Examination Committees
More information on Boards of Examiners and Examination Committees, specifically relating to attendance, can be found in Section 8 of this document.
6.1
Boards of Examiners
For each course/scheme there is at least one Board of Examiners meeting each academic year.  The normal pattern is an end-of-year or 'summer' meeting, with the likelihood of a 're-assessment' meeting in September.  Depending on the modular structure of each course/scheme there may also be one or more associated Examination Committee(s).  An external examiner who is part of a team of examiners may not be required to attend the relevant Board of Examiners meeting.
6.2
Examination Committees
Where there are large numbers of students on a course/scheme, where modules are shared widely across programmes of study or where there is a diverse range of subjects, each with its own specialist external examiner, the Board of Examiners may decide to establish one or more Examination Committee(s).  These have powers which include the determination of the standard of student module assessment outcomes (marks) and the progression of level 4 students to level 5.  Normally all external examiners must attend the Examination Committee(s) for the scheme/course to which they are appointed. 
6.3
Re-assessment
The Board of Examiners may reconvene to oversee the outcome of the re-assessment of students (normally in September), in which case it also fulfils the functions of an Examination Committee in the same meeting.  The Board of Examiners has to determine the arrangements by which the external examiner(s) may be associated with the decision in the event of the Reconvened Board making a recommendation for an award of the University in the absence of the external examiner(s).  Such 'association' may be by oral agreement followed by written confirmation. 
Full details of the constitution and conduct of Boards of Examiners and Examination Committees can be found in sections C12 and C13 of the University's Academic Regulations.  
http://www.leedsmet.ac.uk/prs/index_section_c.htm
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Extenuating Circumstances and Mitigation
7.1
Introduction
Boards of Examiners and Examination Committees are sometimes faced with difficult decisions in relation to the circumstances of students and a balance has to be drawn between standards, equity and fairness. The University’s regulations for mitigation, where the normal outcome is a deferral, aim to provide consistency across the University.  Extenuating circumstances are given full consideration at a Mitigation Panel (at which external examiners are not present) held prior to the Examination Committee or Board of Examiners meeting.  Full details regarding extenuating circumstances and mitigation can be found in section C15 of the University’s Academic Regulations.  An overview of the process is provided at Appendix 8 together with an overview of the Cheating, Plagiarism and Other Forms of Unfair Practices Process at Appendix 9. 
7.2
Assessment of performance
In the first instance, the students’ work must always be assessed in relation to the assessment criteria and on its merits. Any mitigation must be seen to operate after the assessment of the standard of the piece of work has taken place.
The mitigation is taken into account in making a judgement about whether illness or some other circumstance has affected the ability of the student to reach the required standard.  Staff should be aware of any assessment contracts agreed with the student in relation to disability.
7.3
Double counting in mitigation
Mitigation should only be taken into account once.  This principle is easier to establish for formal examinations than for assignments.  However, if mitigation has been taken into account in granting an extension, then the Board of Examiners – through the Mitigation Panel – needs to consider whether the nature of the mitigation is such as to lead them to reconsider it.
7.4
Establishment and operation of Mitigation Panels
Mitigation Panels are established at Scheme, School/Academic Unit or Faculty level to consider extenuating circumstances presented to Boards of Examiners.  They are designed to provide for consistency and fairness across a range of provision within a School/Academic Unit or Faculty.  Consistency across the University is facilitated by the inclusion on the panel of a senior member of staff from another Faculty.
7.5
Responsibility for notifying the Panel
It is the responsibility of the student, and not a member of staff or a course or year tutor, to submit a request for mitigation in the appropriate manner.  Discussing their problems with a member of staff does not constitute the student informing the Board of mitigation, although a student may call upon a staff member to support his/her claim for mitigation.  The claim for mitigation must be in writing (with supporting evidence) from the student or in extreme circumstances a third party, and presented to the Panel.
Staff are not permitted to bring extenuating circumstances to Mitigation Panels or Boards of Examiners without the student’s consent.  It would be a breach of confidence to divulge personal circumstances about a student without their explicit request to do so. 
A claim for mitigation submitted to the Board of Examiners via a Mitigation Panel:
· must be put in by the student, or in extreme cases a third party, and signed;
· must be supported by evidence;
· must identify affected modules;
· can not be counted twice;
· must be considered and decided upon by the Panel, with a full record made of the decision  taken.
7.6
Mitigation in the form of extensions to coursework deadlines
There are penalties for late submission of course work for “students who fail to submit assessments by the prescribed date without good cause”.  A student must seek an extension to the coursework submission date in accordance with the University Regulations, where he or she considers that the relevant submission date cannot be complied with, and that he or she has valid extenuating circumstances in respect of this. 
7.7
Consideration of mitigation at the Board of Examiners / Examination Committee 
Mitigation Panels consider the extenuating circumstances presented and report to the relevant Board(s) of Examiners for each student the category of the seriousness of the extenuating circumstance submitted and which assessments were affected. The Panel recommends to the Board of Examiners whether the extenuating circumstance should be accepted or not accepted and, where accepted, how serious the circumstances are. 
The categories of seriousness are:
A
very severe extenuating circumstances. Where these are identified, the panel will make a recommendation on a course of action to the Board of Examiners if a deferral(s) is not appropriate. 
B
serious circumstances sufficient to award a deferral 
C
circumstances not sufficiently serious to award a deferral.
7.8
Disclosure: nature of the extenuating circumstances
The precise nature of the extenuating circumstances are disclosed to the Mitigation Panel but not to the Board of Examiners.  Exceptionally, where professional body requirements dictate, the mitigation is disclosed to the External Examiner, the Course Leader and the Chair of the Board of Examiners.
8
Assessment Committee Attendance Requirements for External Examiners and Advisers
The Chair of the Academic Board and or nominee has a right to attend any Examination Committee or Board of Examiners as observers (Regulation C12. 1.11). 
As part of the University’s continuous internal academic quality audit procedure observers are also required to attend a random selection of Board of Examiner meetings – attendance by these non-voting observers has absolutely no bearing on the perceived quality of the course/scheme or members of the Board of Examiners.
The university’s assessment regulations can be accessed via this link:
http://www.leedsmet.ac.uk/prs/index_section_c.htm
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External Examiner Development Sessions
The External Examiner Development Sessions provide External Examiners/Advisers with an opportunity to familiarise themselves with the regulatory framework and to meet with their course/scheme leader.  We acknowledge that it will not be possible for all new Examiners/Advisers to attend a session, particularly where it would require travelling a long distance.  The workshop materials can therefore be found on the University’s External Examiners Web page:
http://www.leedsmet.ac.uk/prs/index_E5C7B9B41D3543349687F3F478F85E6C.htm
The aims of the development sessions are to:
· introduce the role and responsibilities of the External Examiner/Adviser
· identify the annual processes an external examiner/adviser takes part in
· examine implications for Schemes/Courses and interaction between examiners and courses
At the end of the session participants will be able to:
· understand the role and responsibilities of the External Examiner/Adviser
· take part in and understand their role in the process of being an External Examiner/Adviser
· manage the relationship between the Course and the External Examiner and Adviser
The programme will examine:
· the Regulatory Framework in identifying the roles and responsibilities of External Examiners/Advisers
· the annual cycle of academic activity and the relationship with the External Examiner/Adviser - implication and practice
· developing a relationship between External Examiner/Adviser and Course Leader
Dates:

Thursday 7th October 2010 OrWednesday 13th October 2010
Or Monday 6th December 2010 Or Tuesday 8th February 2011
Or Thursday 7th April 2011
Target Audience:
New External Examiners and External Advisers, Scheme/Course Leaders, Scheme/Course Administrators (whose External Examiner is attending a session) and Faculty External Examiner Administrators.
To book a place, please contact Louise Ward, Registrar and Secretary’s Office, Room 205 Leighton Hall, Leeds Metropolitan University, Headingley Campus, Leeds LS6 3QS as soon as possible, or at least one month before the event.
Telephone:  0113 8123970   E-mail: l.ward@leedsmet.ac.uk 
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External Examiner Reports
External Examiners are required to submit an annual report to the university within FOUR WEEKS of the main Board of Examiners meeting.  External Advisers' reports should reach the University before the Board of Examiners meeting, so they can be used by the External Examiner.  External Mentors are also required by the terms of their appointment to submit an annual report. 
External Examiner reports require a qualitative written response in a number of areas including:
(i)
Standards
(ii)
Quality of the student learning experience
(iii)
Good practice
The form consists of two sections, the Summary and the Main Report. 
Please note that it is mandatory to complete all sections of the report form.
Copies of the report form templates can be found on the University’s External Examiners Web page at: http://www.leedsmet.ac.uk/prs/index_external_examiners.htm
Once complete, report forms should be attached to an e-mail and sent to the following address:
external-examiners-admin@leedsmet.ac.uk  You will receive a receipt for your report once it has been submitted.

External Examiners should expect to receive a response to their reports from the course / scheme leader within 60 working days and will be notified by the Registrar and Secretary’s office of the date by which they should expect to receive a response.  
External Examiners’ reports are anonymized and are placed on the University’s web site and reports are also considered by faculties as part of their annual review cycle.
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Fees and Expenses
External Examiner fees and expenses will be paid and should be claimed no later than one month after the main Board of Examiners meeting has taken place.  Your completed expenses claim form (with all receipts) should be forwarded, together with your annual report to the Quality, Standards, Review and Enhancement team, in the Registrar and Secretary’s Office.  The claim form for your fees and expenses can be downloaded from the following web page: http://www.leedsmet.ac.uk/rso/downloads/EXTERNAL_CLAIM_FORM_071211.pdf
In order to avoid paying excessive tax please also ensure that you complete a formP46 and forward to us when you submit your claim form.  The form P46 will be sent to you in your appointment information from the Quality, Standards, Review and Enhancement team and is avail able on our website.    http://www.leedsmet.ac.uk/prs/P46_Form.pdf
Current fees for examining duties are as follows:

External Examiner 
£350 per annum

External Adviser
£220 per annum

Mentor

£120 per annum

Chief Examiner
£350 + £50 per annum
Normally, the School/Academic Unit will contact you direct about the dates when you are expected to attend the University and any overnight accommodation you may require.  Second class rail fare plus any other reasonable public transport fares may be claimed.  At the discretion of the University, taxi fares may be claimed where the use of public transport is inappropriate because of time constraints or other factors.
If you plan to use your own car for travel related to your duties, you must first complete an Insurance Declaration and a Risk Assessment Declaration.  You can then claim a mileage allowance of 40p per mile up to 100 miles and 12p per mile thereafter, for each complete return journey.  These forms are available by following the link http://www.leedsmet.ac.uk/prs/index_external_examiners.htm
Subsistence - for the consumption of food whilst travelling away from University premises on
University business
iii. The breakfast rate applies to meals taken before 11.30am.
iv. The lunch rate applies between 11.30am and 6.00pm.
v. The dinner rate applies to meals taken after 6.00pm
Subsistence (max per day)
Breakfast £6.50
Lunch £9.50
Dinner £15.00
Accommodation (max per night)
London £110
Elsewhere £85
Staying with friends/relatives £50* (maximum)
*NB. Hospitality allowance in lieu of accommodation cost based on £15 per head dinner allowance (maximum £50 in total) for which receipts must be produced.
If you require accommodation, please contact a member of the course administration team, who should be able to arrange this for you. 
All receipts for subsistence expenses incurred on the visit need to be attached to the claim form.  If receipts are not submitted with the claim form then the expenses may not be paid.
Further information on expense allowances and the related conditions can be found at http://www.leedsmet.ac.uk/fin/docs/travelsubsistence.pdf If you require any further details on expenses claims, please contact the Quality, Standards, Review and Enhancement team on 0113 8123970. 
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Where to find out more and useful contacts
QAA Code of Practice
Section 4: External Examining
Accessible from the QAA Website: http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/default.asp
Leeds Metropolitan University Website
General information about the University can be accessed at http://www.leedsmet.ac.uk
Leeds Metropolitan University External Examiners Website
This includes the contents of this booklet, the University’s Academic Regulations and related materials. These pages can be accessed at:
http://www.leedsmet.ac.uk/prs/index_external_examiners.htm
Scheme/Course enquiries
Queries about examining arrangements for specific courses should be addressed to the relevant Scheme/Course Leader.
Leeds Metropolitan University Registrar and Secretary’s Office 
If you have any queries or require more information about any aspect of external examining, please contact Carol Blackall c.blackall@leedsmet.ac.uk Senior Officer in the Quality, Standards, Review and Enhancement team in the Registrar and Secretary’s Office:
	Quality, Standards, Review and Enhancement Team
Registrar and Secretary’s Office 
Room 205 Leighton Hall

Leeds Metropolitan University

Headingley Campus, Leeds LS6 3QS

	Tel:
0113 8123919 
Fax:
0113 8125940
Email:external-examiners-admin@leedsmet.ac.uk 



	Metro (Local Bus and Train Services)
40-50 Wellington St
Leeds LS1 2DE
Tel: 0113 251 7272
Travel Enquiries: 0113 245 7676

	Leeds City Station
New Station St
Leeds
National Rail Enquiries: 0845 748 4950


	Leeds Bradford International Airport
Tel: 0871 288 2288
	


	FEEDBACK
We are constantly striving to improve our support of external examiners and all our publications in general.  We would therefore welcome feedback on the content, structure and style of this publication and of our External Examiners Website.  Please address this to the Quality, Standards, Review and Enhancement team, Registrar and Secretary’s Office or via e-mail to:external-examiners-admin@leedsmet.ac.uk
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Travel Instructions
Maps showing directions to and within campuses can be found on the University Web site at: http://www.leedsmet.ac.uk/study/campusmaps271009.pdf
Approaches to Leeds City Centre
Leeds is well served by motorway, with links from the M1 and M62.
From the north: A1-A58
From the east: M62 to J29, then M621 to J3
From the south/south-east: M1 to J43, then M621 to J3
From the south-west: M62 to J27, then M621 to J3
From the west: A65 via Kirkstall
From the north-west: A660 via Headingley
Routes to the University
To City  Campus
From the M621 follow Meadow Rd, Victoria Rd and Neville St to City Square. This is City Centre Loop junction 1. Continue until junction 4 (Civic Hall). Keep left and the City Campus Buildings will be 400 yards along on the right (beyond the Civic Hall).
To Headingley Campus
From motorways, start as above. As you reach the Civic Hall, and before you come to the City Campus buildings, turn right onto Portland Way. At the top of Portland Way, turn left onto the A660. Continue on the A660 for about 4 miles. Headingley Campus is signposted to your left.
Parking
There is currently limited free parking at Headingley* campus, and you will need to arrange this via your course administrative team or via the course leader.  There is no parking at the City campus, the best option is the multi-storey car park on New Woodhouse Lane.  From Calverley St, turn into Portland Way, then left onto Woodhouse Lane.  Turn right at the junction into Blackman Lane, then right again into New Woodhouse Lane.  Keeping left, take the slip road leading to the inner Ring Road, the entrance to the car park is on your immediate right (just after the junction).
*Please note that the parking arrangements are subject to change and you should enquire as to the latest information when arranging your visit.
Appendix 1
Current senior management and committee structures
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Appendix 2
Academic Calendar for 2010-11 









See also: http://www.leedsmet.ac.uk/metoffice/gov/Academic_Calendars_10-11(1).pdf. Calendars for individual schemes or courses might differ from the one below.
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Appendix 3
	Tasks to be undertaken by Course Leader (or equivalent)  on the appointment of a new external examiner

	Telephone the External Examiner upon appointment to discuss their role, what is expected of them in terms of workload and the number visits to the university expected of the external and details the support you will offer.  

	Send to the examiner  - Course and Module handbooks
Sent to the examiner for approval proposed examination papers, coursework and other assessments which count towards an award above the level of Certificate of Higher Education, except where the Certificate of Higher Education is the target award.

	Send to the examiner - University’s Academic Principles and Regulations pertaining to assessment and any specific course regulations (i.e. Professional Body requirements)

	Send – Details of Mitigation Process

	Send – Details of Cheating and plagiarism and other forms of unfair practice process

	Send - Course Team – Responsibilities and full contact Information including the administrator details

	Tasks to be undertaken – Yearly at the beginning of term

	Send - Year Planner for Academic Year


	Send – Dates and venues of Exam Boards/Examination Committees – remember to update examiner if any changes to these are made


	Send - Schedule of Assessment


	Send - A full list of grades showing spread of marks and highlighting work included for viewing


	Send - Marking cover sheet showing feedback


	Send - Evidence of internal moderation/ second marking (if appropriate) 


	Send – Course/Module/Placement Handbooks


	Send - Module Evaluations

	Tasks to be undertaken throughout the year

	Send a sample of Coursework for each module being assessed, together with a copy of the following:

	A full list of grades showing spread of marks and highlighting work included for viewing

	Marking cover sheet showing feedback

	Evidence of internal moderation/ second marking (if appropriate)

	Course/Module/Placement Handbooks

	Module Evaluations

	External Examiners should approve: 
the form and content of proposed examination papers, coursework and other assessments which count towards an award above the level of Certificate of Higher Education, except where the Certificate of Higher Education is the target award.
In order to:
ensure that the assessments are capable of measuring achievement of the intended learning outcomes in such a way that external examiners will be able to judge whether they have fulfilled the objectives of the programme and reached the required standard.

	**The external examiner should also be consulted before changes are made to the course, such as any major or minor modifications and made aware of any other events such as Periodic Review**


Appendix 4

Regulations
C11.1
Application
C11.1.1
Application: Taught Awards
The regulations outlined below apply only to taught awards.

Regulations for external examiners for research awards are documented separately.
C11.2
Requirement for External Examiners
C11.2.1
Requirement to Have External Examiners
External examiners must be appointed for all approved Schemes or Courses leading to an award of the University.

C11.3
The Role of External Examiners
C11.3.1
Role of External Examiners: General
The role of the external examiner(s) approved by the University for Schemes and Courses is to ensure that students are assessed fairly in relation to other students on the Scheme or Course.

C11.3.2
Role of External Examiners: Individual Programmes of Study (IPOS)
External examiners may also be involved in the approval of programmes of study for individual students.

C11.3.3
Rights and Responsibilities: General
In order to exercise their rights and carry out their responsibilities, the external examiner(s) must be:

competent in assessing students’ knowledge and skills at higher education level

expert and/or experienced in the field of study concerned

impartial in judgement

properly briefed on their role, the programme and the University’s requirements.

The functions and attributes of external examiners are specified below:

(A) Impartiality

Be able to judge students impartially on the basis of the work submitted for assessment without being influenced by previous association with:

the Scheme or Course staff

students.

(B) Confirm Standards for Awards

Confirm that the standards set for the awards are appropriate by referencing: 

relevant national subject benchmark statements

the framework for higher education qualifications

the national qualifications framework

University approval and validation documentation

any appropriate professional, statutory and regulatory requirements.

(C) Compare Performance of Students

Be able to compare the performance of students with that of their peers on comparable programmes of higher education elsewhere.

(D) Approve Assessment

Approve:

the form and content of proposed examination papers, coursework and other assessments which count towards an award above the level of Certificate of Higher Education, except where the Certificate of Higher Education is the target award.

In order to:

ensure that the assessments are capable of measuring achievement of the intended learning outcomes, in such a way that external examiners will be able to judge whether they have fulfilled the objectives of the programme and reached the required standard.

(E) Proposed Changes to Assessment: Consultation

Be consulted about:

any proposed changes to the approved assessment regulations which will directly affect students currently on the Scheme or Course.

(F) Proposed Changes to Assessment: Consent

Agree to:

any proposed major modifications to assessment for a final award above the level of Certificate of Higher Education except where the Certificate of Higher Education is the target award.

(G) Examiners’ Meetings

External Examiners have the right to attend or participate in the following meetings:

Boards of Examiners

Examination Committees

any meetings in which a review of the decision about individual awards is taken during the examiner’s period of office

meetings to approve Individual Programmes of Study (IPOS)

(H) Access to Assessed Work

In order to ensure that each student is fairly placed in relation to the rest of the cohort, external examiners have the right:

to see the work of a representative sample of students proposed for the highest available category of the award and for failure

to see samples of the work of students proposed for each category of award

of appropriate access to all assessed work where practicable.

(I) Moderation

External examiners have the right to moderate the marks awarded by internal examiners.

(J) Alteration to Sets of Marks

Exceptionally, the external examiner(s) may propose to the Board of Examiners or Examination Committee the moving of the threshold boundary in relation to a particular cohort of students on a particular module.

Such a proposal may be made in respect of:

the pass/fail threshold

other classification boundaries.

In such a case, discussion will be held with internal examiners in accordance with the provisions for the conduct of Boards of Examiners. [See Section C13 6.2 to C13. 6.4]

(K) Viva Voce Examinations

External Examiners have the right to conduct a viva voce examination of any candidate.  Such a viva voce examination will be in accordance with Section C4.8:  Viva Voce Examinations.

Such additional assessment can only raise and may not lower a student’s marks.

(L) Attendance at Boards of Examiners 

External examiners have the right:

to attend Examination Committees in accordance with the University Regulations

to attend the meeting of the Board of Examiners at which decisions on recommendations for awards are made

and

to ensure that those recommendations have been reached by means according with the University's requirements and normal practice in higher education.

(M) Participation in Reviews of Decisions

External examiners have the right to participate as required in any reviews of decisions about individual students' awards taken during the examiner's period of office.

(N) Return Annual Reports 

External examiners are required to report annually in writing to the University and within four weeks of the date of the Board of Examiners for the award they examine on:

the effectiveness of the assessments

and

any lessons to be drawn from them.

(O) Other Reports 

External examiners will provide other reports as required by the University.

(P) Matters of Serious Concern

External examiners have the right to report to the University through the Chair of the Academic Board on any matters of serious concern arising from the assessments which put at risk the standard of the University's award, or jeopardise the fair treatment of students.

C11.4
Powers of External Examiners

C11.4.1
An Award of the University

No recommendation for the conferment of an award of the University above the level of Certificate of Higher Education may be made without the written consent of the approved external examiner(s).

Normally, this is through the signing of the spreadsheet of marks but may also be by oral agreement followed by written confirmation. [See Section C12: Boards of Examiners and Examination Committees].

C11.4.2
Confirmation of the Proceedings of the Board or Committee

Signing the spreadsheet of marks is also confirmation that:

the external examiner is satisfied that the conduct of the Board of Examiners and/or Examination Committee has been in accordance with the regulations of the University

and

any further consideration of the decisions made at the Board of Examiners and/or Examination Committee is limited to the University regulations for the review of a decision of a Board of Examiners or Examination Committee and an appeal against the outcome of that review.  [See Section C16: Appeal.]

C11.4.3
Matters of Principle

On any matter which the external examiner(s) have declared a matter of principle, the decision of the external examiner(s) shall either:

be accepted as final by the Board of Examiners 

or 

be referred to the Academic Board.

Any unresolved disagreement between external examiners shall be referred to the Academic Board. [See also Section C13. 5]

C11.4.4
Disagreements

(A) Between External Examiner(s) and Boards of Examiners

Any unresolved disagreement between external examiner(s) and a Board of Examiners shall be referred to the Academic Board.

(B) Between External Examiners

Where an external examiner disagrees with other external examiners, and will not agree a recommendation, it is for the Academic Board to ensure that the matter is resolved.

If the disagreement concerns only one or more individual students, the recommendations for all other students should be signed.

[See also Section C13. 5]

C11.5
Duties of External Examiners

C11.5.1
Duties of External Examiners

On appointment, external examiners are assigned specific duties, which may include:

(A) Awards and Progression

Participation in decisions about recommendations for the award(s) and student progression within a Scheme or Course.

(B) Moderation

Moderation of:

modules of a Course

or

groups of modules, appropriate to their subject or professional expertise.

The modules may also contribute to an award for which the external examiner is not responsible.

(C) Individual Programmes of Study (IPOS)

Participation in decisions about the approval of individual programmes of study.

(D) Changes to Assessment Regulations

Participation in decisions about changes in the assessment regulations for a Scheme or Course.

(E) Modifications

Participating in decisions and/or approval of:

new modules

modifications to existing modules of a Scheme or Course.

C11.6
The Appointment of External Examiners

C11.6.1
Approval

All nominations of external examiners are required to be approved by the Faculty Board (or equivalent) or by approved sub-committees on their behalf.

Final approval of external examiners rests with Academic Board.

C11.6.2
Process of Appointment

The process of appointment of external examiners must be in accordance with the current University Regulations.

C11.6.3
Number of appointments 

An external examiner may hold up to two external examiner appointments within the University.  These may be with two collaborative partners or one collaborative partner and a University faculty. The limits on concurrent appointments also apply in such cases, as outlined in section C11.11.1.

C11.7
Chief External Examiner

C11.7.1
Circumstances of Appointment

A chief external examiner may be appointed from within a team of approved external examiners where there is more than one external examiner.

C11.7.2
Approval of Appointment

The approval of the appointment of an external examiner who is to act in this capacity is subject to the normal criteria and the person is expected to have had or to retain subject responsibilities within the examining team.

C11.7.3
Experience of Chief External Examiner

Where a chief external examiner is to be appointed, the nominee should have sufficient external examining experience to:

take an overview of the Scheme or Course

ensure that a consistent standard is maintained across the range of subjects to be examined.

C11.8
Criteria for the Selection of External Examiners

C11.8.1
Number of External Examiners

The number of external examiners to be appointed will vary from Scheme to Scheme and from Course to Course; and is specified in the relevant Scheme/Course approval documentation.

C11.8.2
Subject Expertise

The number of external examiners appointed will reflect the major subject areas of the Scheme or Course.  There may also be particular requirements laid down by Professional, Statutory and Regulatory Bodies in relation to the number of practitioner and academic external examiners.

C11.8.3
Criteria for Selection

Appointment of external examiners is subject to the criteria specified below.

(A) Academic/Professional Qualification

An external examiner's academic and/or professional qualifications are in an appropriate subject and at a level appropriate for the award.

(B) Ratification by Professional/Statutory Bodies

Any professional and statutory bodies ratify, where appropriate, the external examiner appointment.

(C) Academic/Professional Standing

An external examiner is of an appropriate academic and/or professional standing to maintain the comparability of academic standards in the context of higher education.

(D) Experience

An external examiner has sufficient recent experience of examining at the required level, preferably including experience as an external examiner, or comparable related experience to indicate competence in assessing students in the subject area.

(E) Indications of Standing, Expertise and Breadth of Experience

Standing, expertise and breadth of experience may be indicated by:

the present (or last, if retired) post and place of work

the range and scope of experience across higher education / professions

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

C11.9
External Examiners with No Previous Experience at the Appropriate Level

C11.9.1
Evidence of Experience

If the proposed examiner has no previous external examiner experience or has no previous experience at the appropriate level, the application should be supported by:

evidence that the proposed examiner will join an experienced tam of examiners who will provide support to the new examiner

or

a proposal for the appointment of a mentor to support the new examiner.

C11.9.2
External Examiner Teams

Proposed examiners without experience as externals should, where possible, join an experienced team of externals.

C11.9.3
Mentors

(A) Requirement for a Mentor

The external examiner should work initially, normally for one academic year, alongside an appointed mentor, where

there is only one external

or

the external examiner team as a whole has limited experience.

(B) The Role of the Mentor

The mentor role is to support an inexperienced external examiner in ensuring that the proper processes of assessment have taken place in terms of:

· confirmation of standards

justice to the students.

The mentor should provide advice to the mentee on:

moderation of examination papers and other forms of assessment

sampling of students’ work

providing advice to the Board of Examiners

presenting an annual report.

(C) Experience of Mentors

Normally mentors will have significant external examiner experience, but not necessarily in the Scheme/Course/discipline.  It is acceptable to ask the retiring external examiner or another external examiner within the faculty to fulfil the role of mentor.

(D) Term of Office of a mentor (tenure)

The period of tenure for a mentor will be for one academic year and this is usually the first year of appointment of the external examiner.

C11.10
Prohibitions to the appointment of an External Examiner

C11.10.1 Wide Variety of Contexts and Traditions

External examiners should be drawn from a wide variety of institutional / professional contexts and traditions in order that the Scheme or Course benefits from wide-ranging external scrutiny.

C11.10.2 Prohibitions

Accordingly, there should not be:

more than one examiner from the same institution in the team of external examiners, except in a complex scheme involving a very large number of discrete subject areas and where those examiners will have no contact with each other during their period of tenure with the University, nor will they attend the same Board of Examiners during their tenure

reciprocal external examining between University staff and external examiners on courses or in the same departments in their two institutions for the same or similar courses and Faculties should take responsibility for ensuring that this practice does not take place

direct replacement of an external examiner by an individual from the same institution

an examiner in any significant personal or professional relationship which may influence staff or students on the Scheme or Course concerned and it is the examiner’s responsibility to declare these relationships

an external examiner from an institution which has been the source of examiners in the same subject area in the recent past (normally five years)

an external examiner who has been a member of staff or a governor of the University or any of its collaborative partners within the previous five years.

In addition within the previous 5 years an examiner should not have been:

an examiner on a cognate Scheme or Course in the University or any of its collaborative partners;

a student on a cognate scheme or course in the University or its collaborative partners, nor should an examiner become a student of the University on a cognate scheme or course in the University or its collaborative partners during the period of tenure.

C11.11
Discharge of Duties

C11.11.1 Other Examining Commitments

External examiners will not have other such extensive examining commitments that they cannot properly discharge their duties in respect of the University. Accordingly the following provisions apply.

(A) Limits on Concurrent Appointments

The examiner should not currently hold more than the equivalent of two substantial external examiner appointments at other HE institutions.

(B) Exceeding this Norm

If an examiner appears to exceed this norm, the Faculty must:

provide supporting arguments for his/her appointment, for example that the phasing of examinations alleviates the workload during an academic session

include a commentary on the amount of work involved and the numbers of students.

C11.12
Structure and Continuity

C11.12.1 Balance of External Examining Teams

External examining teams are expected to have an adequate balance including:

examining experience

academic and professional practice

a range of subject specialisms

membership of a number of institutions of higher education

gender.

C11.12.2 Professional Awards

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

C11.12.3 Phasing of Appointments

The phasing of appointments to an examining team should be structured to ensure continuity.

C11.13
Period of Tenure (Term of Office)

C11.13.1 Normal Duration

The period of tenure for an external examiner will normally be four consecutive years running from the 1st November to the 31st October.

C11.13.2 Cohorts of Students

The tenure will normally allow an external examiner to assess four successive cohorts of full-time students.

C11.13.3 Timing of the Appointment of a Successor

A new external examiner will normally take up appointment on or before the retirement of his/her predecessor.

C11.13.4 Reviews of Decisions

External examiners must remain available after the last assessments with which they are to be associated in order to deal with any subsequent reviews of decisions.

C11.13.5 Extension of Tenure

In certain circumstances, for example in the case of a new award or in order to ensure continuity within an examining team, the period of appointment of an external examiner may be extended by a period of one year only.  The external examiner must be consulted and should consent to the extension of tenure.

In order to extend the term of office of an external examiner, the appropriate University process must be followed.

C11.14
Re-allocation of Responsibilities

C11.14.1 Re-allocation

External examiners' responsibilities may be re-allocated within the period of appointment.  This may be due to the award to which the examiner was first appointed ceasing to run or where it is decided by a faculty to re-shuffle the responsibilities allocated within a large team of examiners.  This may also occur when there is illness or where an external examiner ceases their tenure early due to resignation or the University has sought the early cessation of duties of an examiner.

C11.14.2 Consultation and Process

In order to re-allocate an external examiner’s responsibilities:

the external examiner must be consulted and agree the proposed re-allocation

appropriate University processes must be followed.

C11.15
Cessation of Appointment

C11.15.1 Normal Cessation

The appointment of an external examiner will normally cease at the end of their appointed tenure.

C11.15.2 Early Cessation

In certain circumstances it may be necessary for the appointment to cease before the completion of the approved period of tenure.

Examples of reasons for the early cessation of an appointment may include:

resignation

changes in Scheme or Course structure

non-fulfilment of duties

unprofessional conduct

breakdown in relationship with staff teams or

other cause which may disadvantage students

If such early cessation is thought to be necessary, the appropriate University Guidance provided by the Registrar and Secretary’s Office will be followed.

C11.15.3 Temporary Cessation of Appointment

Examiners may request to temporarily cease their appointment, for example due to illness or maternity leave, and another suitable University Examiner should be asked to temporarily extend their duties to cover the period of absence.  If this extension of duties is not possible the examiner must resign and a new examiner be appointed.

C11.15.4 Resignation

Resignations of external examiners should be made in writing addressed to the appropriate Dean of Faculty.  The resignation must be notified to the Chair of the University External Examiners Sub-committee and the appropriate Faculty staff.

In the case of resignations late in the assessment cycle, the University may request the external examiner to perform some or all of their duties.

C11.16
External Examiners' Reports

C11.16.1 Annual Reports

External examiners are required to report annually in writing to the Academic Board about the ways in which assessment has been conducted and on issues relating to assessment.  Reports must be made using the template issued by the Registrar and Secretary’s Office and submitted electronically to the designated e-mail address.

C11.16.2 Purpose of Annual Reports

The purpose of the report is to assure the University that the academic standards of its awards are appropriate to and enable the University to judge whether the Scheme or Course is meeting its stated objectives and to make any necessary improvements, either immediately or at the next review as appropriate.

C11.16.3 Additional Reports

External examiners have authority to submit a confidential report direct to the Chair of the Academic Board if they are concerned about standards of assessment and performance, particularly where they consider that assessments are being conducted in a way which jeopardises either the fair treatment of individual students or the standard of the University's awards.

C11.16.4 Consideration of External Examiners’ Reports

The University requires that:

external examiners submit their reports to the University within 4 weeks of the date of the Board of Examiners with which they are associated

external examiners’ reports are considered at Scheme or Course level and the outcomes of such consideration are formally recorded

reports do not reference individuals by name

reports are made publicly available

the final report of an examiner’s tenure will be shared with the incoming external examiner for the purposes of continuity.

C11.16.5 Response to External Examiners

External examiners will be provided with a written response to their comments and recommendations by the Scheme/Course Leader.

C11.17
External Advisers

C11.17.1 External Advisers

Schemes or Courses may appoint external advisers with particular subject expertise to assist the external examiners, for example language awards.

C11.17.2 Approval of Nominations

All nominations of external advisers are required to be approved initially by the Faculty Board (or equivalent), or by its sub-committees.

Final approval of external advisers rests with the Academic Board.

C11.17.3 Appointment

The process of appointment of external advisers must be in accordance with the current University Regulations.

C11.17.4 Duties

The duties of external advisers will be fewer than those of external examiners and do not necessarily include participation in meetings of Boards of Examiners.  Normally, a schedule of duties will be drawn up and agreed with the Scheme or Course Team and progressed in accordance with the current University Regulations.

An adviser is required to submit an annual report to the external examiner and the appropriate Faculty.

C11.18
Edexcel External Examiners

C11.18.1 External Examiners for Edexcel Courses

All arrangements for and duties of external examiners for courses leading to Edexcel awards will be in accordance with the Licence Agreement and appropriate University guidance issued by the Registrar and Secretary’s Office.

C12.1
Boards of Examiners and Examination Committees
C12.1.9
External Examiners: Attendance at Examination Committees 
All external examiners are required to attend the Examination Committee(s) for the Scheme/Course to which they are appointed where such a Committee considers student assessment above the level of Certificate of Higher Education (unless the Certificate of Higher Education is the target award).
C12. 1.10
External Examiners: Attendance at Boards of Examiners
Where there is more than one external examiner for a Scheme or Course, one only need attend the Board of Examiners.
Attendance of an external examiner is only required where a Board of Examiners considers student assessment above the level of Certificate of Higher Education (unless the Certificate of Higher Education is the target award).
All external examiners are entitled to attend the Board of Examiners.
C12. 1.11
Right of Attendance
The following have the right to attend any meeting of a Board of Examiners, an Examination Committee or an Examination Review Committee as non-voting observers:
Chair of Academic Board (or nominee)
Chair of Academic Quality and Standards Committee (or nominee).
C12.3
Examination Committees
C12.3.14

External Examiners

All external examiners are required to attend the Examination Committee(s) for the Scheme/Course to which they are appointed where such a Committee considers student assessment above the level of Certificate of Higher Education (unless the Certificate of Higher Education is the target award).

C12. 3.16
External Examiners
All external examiners are required to attend the Examination Committee(s) for the Scheme/Course to which they are appointed where such a Committee considers student assessment above the level of Certificate of Higher Education (unless the Certificate of Higher Education is the target award).
C12. 3.17
Conduct and Recording
The conduct of an Examination Committee and the recording of its proceedings will be in accordance with the current University Regulations and Procedures.
C12. 3.18
Forwarding of the Committee Minutes
The minutes of the Examination Committee will be confirmed by the Chair of the Committee and forwarded to the next meeting of the relevant Board of Examiners.
C12. 3.19
Acceptance of Results
The Board of Examiners will accept the results of module assessment outcomes agreed by the Examination Committee.
These results will not be amended except, where relevant, in respect of:
mitigation in relation to individual extenuating circumstances
cheating, plagiarism or other forms of unfair practice
other material or procedural irregularities.
C12.  4

Re-assessment: Reconvened Board of Examiners
C12. 4.8
External Examiners
One external examiner shall be associated with the decisions of the Reconvened Board of Examiners where such a Reconvened Board considers student assessment outcomes above the level of Certificate of Higher Education (unless the Certificate of Higher Education is the target award).
All external examiners have the right to attend and vote.
C12. 4.9
Conduct and Recording
The conduct of the Reconvened Board and the recording of its proceedings shall be in accordance with current University Regulations and Procedures. 
The records will constitute the minutes.
C12. 4.10
Confidentiality
(A)
Minutes
The minutes will be confidential and will be available to the next meeting of the Board.
(B)
External Examiner(s)
The external examiner(s) may retain mark sheets, minutes and other materials, but shall be required to maintain confidentiality.
C13
Attendance at Examination Committees
C13. 1.5
External Examiners
External examiners must be present at meetings of Examination Committees.
C13. 1.6
Absence of External Examiners: Advance Notice Given
(A)
Absent External Examiner Is Part of a Team
In this circumstance the following apply:
the Scheme/Course Leader (or equivalent) must ensure that a written report from the external examiner is available to be tabled at the Committee;
this report will complement the observations of those external examiners present at the Committee and inform the discussion.
(B)
Absent External Examiner Is Sole Examiner
In this circumstance the following apply:
the Scheme/Course Leader (or equivalent) must ensure that a written report from the external examiner is available to be tabled at the Committee;
this report will inform and assist the Committee in making its decisions;
in addition, the School/Academic Unit may seek to invite another external examiner who, whilst he or she may not have experience in the Scheme/Course discipline area, will be able to support the Committee in ensuring justice to students.
C13.  5

Discussion and Decision-Making
C13. 5.1
Possible Courses of Action
The Chair should clearly identify the courses of action open to the Examination Committee.
C13. 5.2
Voting
Provisions in respect of voting at Examination Committees are:
votes should be avoided where possible;
if a vote is taken, all voting members of the Committee may vote [see Section C12: Boards of Examiners and Examination Committees];
the Chair has a casting vote.
For non-voting members, see Section C12. 1.13.
C13. 5.3
Declaration of a Matter of Principle
When a Chair has identified a course or courses of action open to the Committee, where necessary external examiner(s) should be asked to declare whether any of these courses of action is a matter of principle. 
On any matter which the external examiner(s) have declared a matter of principle, the decision of the external examiner(s) shall either:
be accepted as final by the Examination Committee
or
be referred to the Academic Board.
C13. 5.4
Disagreement on a Matter of Principle: Adjournment
If the external examiners are in disagreement about a matter or matters of principle, the Chair should call a short adjournment to give them the opportunity to resolve their disagreement.
C13. 5.5
Disagreement on a Matter of Principle: Resolution
If the disagreement has not been resolved, the following apply:
no decision can be taken on the specific matter under consideration;
the matter will be referred to the Academic Board for resolution;
the Committee can resume its deliberations on other matters.
C13. 5.6
Disagreement between External Examiner(s) and the Committee
Any unresolved disagreement between external examiner(s) and an Examination Committee will be referred to the Academic Board for resolution.
C13. 5.7
Disagreements between External Examiners
Where an external examiner disagrees with other external examiners, and will not agree a recommendation, it is for the Academic Board to ensure that the matter is resolved.
If the disagreement concerns only one or more individual students, the recommendations for all other students should be agreed.
C13. 5.8
External Examiner’s Veto
Other than where they declare a matter of principle, external examiners do not have an automatic veto over the decisions of an Examination Committee.
C13.  12
Attendance at Boards of Examiners
C13. 12.6
External Examiners
Where there is more than one external examiner for a Scheme or Course, one only need attend the meeting of the Board of Examiners.
Attendance of an external examiner is only required where a Board of Examiners considers student assessment outcomes above the level of Certificate of Higher Education (unless the Certificate of Higher Education is the target award).
All external examiners are entitled to attend the Board of Examiners.
C13. 12.7
Absence of External Examiner: Advance Notice Given
(A)
Absent External Examiner Is Part of a Team
In this circumstance the following apply:
the Scheme/Course Leader (or equivalent) must ensure that a written report from the external examiner is available to be tabled at the Board;
the Chair of the Board will attempt to arrange the attendance of another member of the external examiners team.
(B)
Absent External Examiner Is Sole Examiner
In this circumstance the following apply:
the Scheme/Course Leader (or equivalent) must ensure that a written report from the external examiner is available to be tabled at the Board(s);
this report will inform and assist the Board in making its decisions;
in addition, the School/Academic Unit may seek to invite another external examiner who, whilst he or she may not have experience in the Scheme/Course discipline area, will be able to support the Board in ensuring justice to students.
C13. 29
Schedule of Possible Decisions
C13. 29.1
Schedule of Possible Decisions: Board of Examiners
The following is a schedule of the possible decisions open to a Board of Examiners.
C13. 29.2
Schedule of Possible Decisions: Examination Committees
Examination Committees should use whichever of these available decisions are relevant for Level 4 students and the recording of credit for students not presented for level progression or for an award.
Pass Award
Successful completion of final level; the student is eligible for a final award; there will not be any subsequent levels.
The award may be made with a classification, merit or distinction (if appropriate).
Note that ‘final’ may include an alternative award, it may also include a student who has withdrawn and takes a previous, lower level award, which had been obtained.
Pass Proceed
Successful completion of level; eligible to proceed to next level. The student does not receive an award at this point.
Award Proceed
Successful completion of level; eligible to proceed to next level. The student may receive a contained award. 
Components Pending
Failed to achieve the requirements to progress to next level. Offered the opportunity for re-assessment to complete the level. Re-submitted work to be completed by a specified date.
Level Incomplete
Non-progression decision. The student is not yet ready to be presented for progression.
Failed - Complete
Failed the level/part of level. Offered the opportunity to:
enrol with part-time mode of attendance on the same full-time level;
Attendance at the institution is required.

Failed - Repeat
Failed the level/part of level. Offered the opportunity to repeat the whole of the level in full-time mode. 
Attendance at the institution is required.
Failed Placement
Failed the compulsory placement. Offered the opportunity to:
repeat the placement
or
transfer to an alternative programme of study.
Failed - Withdraw
Failed the level. Required to withdraw.
Deferred
The decision is being deferred until a later date for further information, eg marks not available, work outstanding, etc. This deferral is likely to be for a prolonged period, ie greater than one week.
Deferred Proceed
The decision to pass the level is deferred. Eligible to proceed to next level carrying forward outstanding modules.
Components Deferred (Mitigation)
Assessment of one or more modules deferred to specified later date.
Chair’s Action
The decision is subject to immediate action by the Chair where that action is agreed beforehand by the Board.
Conditional Award
Award to be confirmed at a subsequent meeting of the Board or Reassessment Committee.
Letter of Completion
The student has been successful on part of the level and has accumulated credits (normally relevant for taster courses only).
Exchange Student
The successful student is on an exchange and is not assessable by Leeds Metropolitan University (to be used when an exchange student has enrolled on a Leeds Metropolitan University awardset.)
Not Assessed
The student’s level is, for example, a sandwich year, for which there is no assessment.
For courses which remain exempt from the University’s assessment regulations, the following decisions may also be open to a Board of Examiners.
Referred / Attendance Required
Honours degree and postgraduate awards only.
Necessary to re-sit/re-submit part of coursework or examination by a specified date. Cannot receive award until this has been completed satisfactorily. Eligible for contained award.
Attendance at the institution for tuition is required.
Referred / Attendance Not Required
Honours degree and postgraduate awards only.
Necessary to re-sit/re-submit part of coursework or examination by a specified date. Cannot receive award until this has been completed satisfactorily. Eligible for contained award.
Attendance at the institution for tuition is not required.
Re-assessment for Award / Attendance Required
Re-sit/re-submission of failed components required by specified date. Cannot receive award until this has been completed satisfactorily. Eligible for contained award.  
Attendance at the institution for tuition is required.
Re-assessment for Award / Attendance Not Required
Re-sit/re-submission of failed components required by specified date. Cannot receive award until this has been completed satisfactorily. Eligible for contained award.  
Attendance at the institution is not required.
Appendix 5
Assessment Process Overview

Appendix 6
Brief guide to assessment regulations
	Requirement

	Notes
	References

	To pass a level a student needs to submit for assessment in all your module components, obtain an overall average mark across all 8 modules (or equivalent) of 40% and satisfy any Professional, Statutory, Regulatory Body (PSRB) requirements.

	At level 4 students are allowed to have two overall module marks of 20-39% and still pass the level.
At levels 5, 6 and 7 students are allowed to have one overall module mark of 20-39% and still pass the level.
If a course is accredited by a PSRB, the pass requirements may be higher than this, e.g. achievement of 40% in all modules.
	C3. 4.1 – Progression Requirements
C3. 4.2 – Submission Requirements 
C3. 4.4 – Profile of Progression

	To pass a module students need to achieve an overall mark of 40%, having submitted for assessment in all components that make up that module.
	Students must submit work for all assessments even if they have already achieved marks that would give a weighted average of 40% or more for the whole module before students have attempted the final assessment.
It doesn’t matter what mark students achieve in each individual component; as long as their weighted average mark for the module is 40% or above they will pass the module.
	C3. 4.2 – Submission Requirements
C3. 4.3 – Attainment Requirements

	For a component to count towards completion of a module students need to fulfil that component’s assessment submission requirements.
	A non-submission is not adequate; students must attempt the assessment (but need not achieve a mark higher than 0%).
	C3. 4.2 – Submission Requirements

	An opportunity for re-assessment is only available where students have failed a module overall.
	If students have passed a module overall it doesn’t matter for how many components within it they may have achieved a mark of less than 40%; they cannot be re-assessed in them. This is because there is an academic principle that re-assessment may only be used for the recovery of failure (at module level), not to attempt to improve an existing mark (whether for a component or for a module overall).
	C3. 5.5 – 
Re-assessment to recover failure only

	Students’ opportunity to be re-assessed is limited to 50% of the modules / credit points studied at a level.
	This depends on Students having satisfied the module assessment submission requirements.
If Students have failed more than 50% of the modules (i.e. 60 credits) students need to repeat the level. The 50% is measured in terms of whole modules, not individual components within modules.
	C3. 6.3 – Eligibility for Re-assessment

	If Students enrol to complete part of a pre-final level, Students retain the credit for any modules they have already passed.
	If students achieve 50% or more of the credit points for level 4 or level 5 but don’t have enough credits to progress to the next level students may choose to enrol in part-time mode to complete the level by retaking any failed modules.
If students do this they carry forward the credit (and therefore marks) for the successfully completed modules that they do not need to retake.
	C3. 7.3 – Completion of Level

	If students repeat a pre-final level with attendance, they lose the credit for any modules they have already passed.
	If students largely submit for assessment but achieve less than 50% of the credit points required for progression from level 4 or level 5 they normally have an opportunity to repeat with attendance the full programme of study for that level.
If they do this they cannot carry forward any credit (and therefore marks) for successfully completed modules.  They start afresh with a blank sheet.
	C3. 7.5 – Repeat of Level with Attendance

	If students repeat their final level with attendance (due to having achieved less than 50% of the credit points required for an award), they retain the credit for any modules they have already passed.
	Unlike the situation with a pre-final level, if students repeat any final level work that they have failed they do carry forward the credit and marks for any successfully completed modules.
	C4. 12.2 – Successfully Completed Modules

	A Board of Examiners has discretion to compensate students in up to 10% of the overall available marks (i.e. 10 marks) in up to 2 modules / 30 credit points at level 4, or 1 module / 15 credit points at level 5, subject to any PSRB requirements.
	Discretion is used as a means of raising students’ module marks from 10%-19% to 20% or from 30%-39% to 40%, in order to enable them to progress to the next level.  40% is relevant (a) where only 20% has been achieved in one or two other module(s) and (b) in relation to a module that is a core, pre-requisite or required by a PSRB.
The discretion has to be exercised in the context of students’ overall profile of attainment, i.e. it can be used only if they have performed well in their other modules.
	C3. 4.5/7 – Discretion to Boards of Examiners – level 1/2 progression


Appendix 7
Appeals Process
Appendix 8
Extenuating Circumstances and Mitigation
MITIGATION AT THE POINT OF ASSESSMENT
 SHAPE  \* MERGEFORMAT 



EXTENUATING CIRCUMSTANCES PRESENTED TO A BOARD OF EXAMINERS
1
Student submits extenuating circumstances to School/Academic Unit
· Inability to submit assessed coursework by the required date
· Absence from an examination or other scheduled assessment
· Failure to submit assessed coursework
· Poor performance
2
School/Academic Unit forwards these for consideration by Mitigation Panel
3
Mitigation Panel determines:
Assessments affected
Category of seriousness:

A:
very serious, range of options open to Board
B: 
sufficient to warrant deferral
C:
not sufficiently serious to warrant deferral
4
Outcomes of Mitigation Panel forwarded to:
Mid academic year:
Chair of the Board of Examiners, who informs student:
Category A:
need not re-submit for assessment at this point, remedy determined by Board (see below)
Category B:
re-assessment as deferral
Category C:
not sufficiently serious to warrant deferral
End of academic year: Board of Examiners, which takes the following action:
Category A:
options:

Category B:
Re-assessment as deferral
Category C:
not sufficiently serious to warrant deferral

Please Note: - this model assumes a standard undergraduate year, and therefore may not fit precisely the pattern of some programmes of study.  The decisions of Mitigation Panels and options for Boards of Examiners are the same for all Schemes/Course
Appendix 9
Cheating, Plagiarism and Other Forms of Unfair Practice
 SHAPE  \* MERGEFORMAT 

[image: image6]

The final decision in respect of cases of cheating, plagiarism and other forms of unfair practice rests with the Board of Examiners
	Tariff of Decisions Available to the Unfair Practice Board 
	Offence Occurrence 

	Level
	1
	2
	3
	4

	Level 4 
	A 
	B
	C
	D 

	Level 5 
	B 
	C 
	D 
	N/A 

	Level 6 
	B 
	C 
	D 
	N/A 

	Level 7 
	B 
	C 
	D 
	N/A 


Key: 

A – the student may be awarded the full range of marks for the reassessed work / Letter of Advice 

B – the mark for the reassessed work will be a maximum of 40% / Letter of Warning 

C – the mark for the reassessed work will be a maximum of 20% / Letter of Final Warning 

D ‐ the student has failed the level and is required to withdraw from the programme of study / Letter of Withdrawal
Appendix 10
Example classification profiles
The following profiling model illustrates the working of this method:
The profile is comprised 25% level 5 and 75% level 6.
Level 5 modules are counted at 0.25 x the number of 15 credit modules in the classification and level 6 modules at 0.75 x the number of 15 credit modules in the classification, making a total of 8.
Therefore any number above 4 in the final table shows more than 50% of the degree classifications fall into this category.
The profile is established where more than 50% of the credit points fall within one classification band (in this case it would be 4.25 or more).
The model is predicated on 16 x 15-credit modules. Where modules are (e.g.) double modules, these count as the equivalent of two 15-credit modules.
	Classification
	No. of L5 modules
	Becomes (x 0.25)
	Total L5
	Classification

	1
	0
	0 x 0.25
	0
	1

	2:1
	2
	2 x 0.25
	0.5
	2:1

	2.2
	4
	4 x 0.25
	1.0
	2.2

	3
	2
	2 x 0.25
	0.5
	3


	Classification
	No. of L6 modules
	Becomes (x 0.75)
	Total L6
	Classification

	1
	0
	0 x 0.75
	0
	1

	2:1
	4
	4 x 0.75
	3
	2:1

	2:2
	2
	2 x 0.75
	1.5
	2.2

	3
	2
	2 x 0.75
	1.5
	3


Therefore levels 5 and 6 would be:
	Classification
	Total L5
	Total L6
	Becomes
	Classification total

	1
	0
	0
	0 + 0
	0

	2:1
	0.5
	3
	0.5 + 3
	3.5

	2.2
	1.0
	1.5
	1 + 1.5
	2.5

	3
	0.5
	1.5
	0.5 + 1.5
	2

	Total
	8


The outcome from this example is a profile at 2:2 because 50% or fewer of the modules fall into the 2:1 or above categories.



Mitigation Panel	Not required. (Regulation C15.10.2)





Examination 		All External Examiners must attend if assessment is above Cert


Committee 	HE.  Any absent external examiners must write a report; if they are 


			sole external examiner then another external examiner may 


			attend in their place and seek their written consent after the 


			meeting. (Regulations C12. 1.9, C12. 3.14, C13. 1.5, C13. 1.6) 





Board of Examiners	All entitled to attend but, if more than one, only one needs to 


(Main)		attend and only if assessment is above Cert HE. Any absent External Examiners must write a report; if they are sole external examiner then another external examiner may attend in their place and seek their written consent after the meeting. (Regulations C12. 1.10, C13. 12.6, C13. 12.7) 


External Advisers duties do not necessarily require them to attend. 


	(Regulation C11.17.4)





Board of Examiners	 All entitled to attend but, if more than one, only one needs to be 


(Reconvened)		associated with the decisions, and only if assessment is above 


 Cert HE. (Regulation C12. 4.8)








Please do NOT return External Examiners Reports to Faculties or Schools/Academic Units /Colleges, they MUST be returned to the Registrar and Secretary’s Office within four weeks of the Board of Examiners Meeting. Failure to do so will result in late payment of fees and expenses.





Assessment designed





Internal 


(and external) moderation





Student carries out and submits assessment





Mitigation Panel





Assessment marked and moderated (penalty applied if late)





Sample sent to external examiner





Results entry into Grade-e-Ent (or equivalent)





Possible adjustment to marks





Marks sheet prepared and printed





Marks and credit ratified by Examination Committee





Progression and awards determined by Board of Examiners





Cheating, plagiarism or other form of unfair practice detected and proven








Unfair Practice Board





Re-assessment undertaken 


(if applicable)





External examiner written report (if not present at Board)





Chair’s action’s resolved





Results entry into ‘BOFE’





Minutes drafted by secretary





Minutes confirmed





Results lists checked by scheme or course leader





Results ‘released’ in Results Online





Results printed and  displayed on notice-boards





Transcript letters printed





Student Appeal





Invigilators’ reports





Decision of Board of Examiners or Examination Committee





Student dissatisfied and request for an appeal hearing submitted:


Within 15 working days


Identification of grounds for appeal


Evidence provided or identified





Consideration of request by Registrar and Secretary’s Office


Initial consideration 


Review if initial decision is to reject


Final consideration





Request for an appeal hearing granted





Request for an appeal hearing rejected





End of process





Appeal hearing





Appeal upheld





Student entitled to seek review by OIA





Appeal hearing arranged (except for grounds of previous non-disclosure of extenuating circumstances)


Student submission sent to Faculty (or College)


Faculty (or College) response to student





Appeal rejected





Remedy determined, with further consultations (if appropriate):


Chair of Board 


Professional Body


External examiner





Student and university notified





Reported to: Registrar and Secretary and


Academic Board





Assessment





Coursework





Examination





Other





Extension of submission date





Deferral – take at next opportunity





Deferral – assessment re-arranged or, if not possible, submission circumstances as below





Permit the student to be assessed in a form agreed by the Board (e.g. viva)


Deem the student to have passed the assessment(s)


Award a mark


Raise a mark, or permit re-assessment to raise a mark


Offer the relevant award if it is the final stage





Suspected offence identified





Coursework





Other unfair practice





Examination, or:


in the examination room


relating to the examination


marking the examination





Report and evidence compiled








Investigatory interview











Admission of offence





Issue not resolved





No offence found





Assessment enquiry panel











No offence found





Offence found





No report of the matter made





Unfair Practice Board to determine penalty





Report made to relevant Board of Examiners or Examination Committee





All documentation shredded
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