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	Linked  external codes/regulations

	QAA Code of Practice Section 4: External examining
Open University Validation Services Handbook for Validated Awards (2008/9)

	Linked documents/references

	Boards of Examiners, membership and terms of reference
OU validated course documentation (assessment regulations)

	Equality Impact Assessment information

	Impact assessment to be completed

	Scope of policy (audience)

	Staff, external examiners, Open University Validation Services

	Alternative Formats

	Audio, large font on request


	Policy statement 

	Open University validated courses at Leeds College of Music are externally examined in accordance with the Open University Validation Services  Regulations Relating to External Examiners.


	Background/vision (if applicable)

	Procedure originally approved 2006/7, scheduled review and revision 2008/9.  New instructions in this version are marked with **


	Policy

	Not applicable (procedure only).


	Procedure

	1.

Appointment of external examiners

1.1
The Learning, Teaching and Quality Committee should be notified of external examiner vacancies no later than its May meeting prior to existing terms of office ending in December.  Suggestions for potential external examiners for new courses will be made at internal validation.  Potential external examiners are approached by the Academic Administration Manager.

1.2
Nominations for external examiners are considered by the Learning, Teaching and Quality Committee.  Following approval, the Academic Administration Manager completes OUVS form F5B and agrees its content with the nominee.  The form is submitted for OUVS for approval.

1.3
Following OUVS approval, the external examiner nomination is confirmed by the Academic Board.  The Academic Administration Manager sends a letter of appointment to the external examiner, detailing the dates and terms of the appointment, copied to OUVS.

2.

Briefing of external examiners

2.1
Newly-appointed external examiners receive the following information from the Academic Administration Manager on appointment:

i) Current programme and module specifications

ii) Course handbook for the year of appointment

iii) OUVS regulations on external examining

iv) OUVS guidance for external examiners
v) OUVS external examiner report template and link to electronic form

vi) Leeds College of Music procedure for external examining

vii) Membership and terms of reference of the Boards of Examiners

viii) Dates of the Boards of Examiners for the year of appointment

ix) Reports of the previous external examiner (where applicable)

x) Academic calendar for the year of appointment

xi) Schedule of fees and claim form

xii) Contact details of College staff

xiii) Contact details of allocated mentor (where applicable)

2.2
Continuing external examiners receive the following information from the Academic Administration Manager before Easter in each academic year:

i) Course handbook for the current academic year

ii) OUVS external examiner report template and link to electronic form

iii) Dates of the Boards of Examiners for the current academic year

iv) Academic calendar for the current academic year

v) Schedule of fees and claim form

vi) Details of any revisions to courses, regulations or contacts

2.3
External Examiners may contact the Academic Administration Manager at any time for further information regarding external examining.

3. 

Approving Assessments
3.1
Proposed examination papers and unseen assessments will be sent by the Awards and Admissions Manager to external examiners for approval at least one month before the assessment is to take place.  External examiners may request to review the form and content of examination papers and unseen assessments, coursework and other assessments that count towards the award, including alternative assessments and adjustments made e.g. for students with disabilities.

4. 

Sampling assessed work
4.1
In order to evaluate student performance and judge standards of assessment, external examiners are required to sample assessed work.  The procedure for sampling and the sample size will be agreed between the Course Leader and the external examiner, ensuring that the sample is representative of the full spectrum of student marks.
4.2
** It is a requirement of the Open University that external examiners sample work from all years of all courses, not only those that contribute directly to the final result. 
4.3
** The external examiner will sign off moderated marks on the College moderation template.  In the case of work submitted electronically, the moderation form will be attached to a CD containing the sampled work.

4.4
** External examiners will normally attend College to sample student work, however may sample work via correspondence on request, where the majority of assessed work is in a suitable format to reasonably be sent by post (e.g. on a CD/DVD).

4.5
External examiners are invited to attend assessed performances, however do not form part of the assessment panel.  All assessed performances are recorded and recordings made available to external examiners on request.

5. 

Boards of Examiners

5.1
** External examiners are ex officio members of the Board of Examiners relevant to their course and are required to attend meetings of that Board.  The Board is not authorised to make decisions on results without the external examiner’s presence; accordingly, Boards must be rearranged where necessary in order to ensure that the external examiner can be present.  The Awards and Admissions Manager co-ordinates external examiner attendance at Boards of Examiners.
5.2
The role of the external examiners at the Boards of Examiners meeting is to ensure that decisions on recommendations of award have been reached in accordance with the Open University’s requirements and normal practice within higher education, and to participate in any review of decisions about individual students’ awards taken during the examiner’s period of office.

5.3
Following the Board of Examiners meeting, external examiners sign off decisions on awards.  Decisions made by the Board remain unratified until signed off by the external examiner(s).

6.
External examiner annual reports

6.1
External examiners must submit their annual report on the OUVS template no later than two months following attendance at the Board of Examiners.  Examiners should send one hard, signed copy to the College Principal and one to OUVS.  Examiners are also encouraged to submit an electronic copy of their report to the Academic Administration Manager for ease of storage and retrieval.
6.2
It is essential that external examiners provide comprehensive comments and analysis of issues raised in the report.  Advice on completing the report is provided by OUVS.  If, in the judgement of the College, a report is not adequate, the external examiner may be asked to resubmit it.

6.3
External examiners with responsibility for more than one course, e.g. one undergraduate and one postgraduate course, are required to submit separate reports detailing issues specific to each course.

6.4
Under normal circumstances, the full external examiner annual report will be treated as a document internal to the College and to the Open University.  However, the report may be disclosed by the College, with the author’s name and institution redacted, in the event of a request pursuant to the Freedom of Information Act 2000.  External examiners are advised to take this into account, and to avoid naming individuals, in the preparation of the report.

7.

Response to external examiner annual reports
7.1
The external examiner annual report will be acknowledged by email by the Academic Administration Manager and circulated to the Principal, the Deputy Principal, the Head of Department and the Course Leader.  The Head of Department will determine whether the report is adequate and will request resubmission where necessary.
7.2
External examiner reports will be considered by the Learning, Teaching and Quality Committee as part of the annual monitoring process.  Detailed responses to external examiner remarks will be included in the Annual Programme Evaluation, which is submitted to OUVS and copied to the external examiner for information.
8.

Payment of fees and expenses

8.1
Fees for external examining are agreed by the Senior Management Committee each academic year and notified to external examiners in briefing documentation.

8.2
** Alongside submission of the external examiner annual report, external examiners should submit a claim form for fees and expenses.  Following confirmation of a satisfactory report, the Academic Administration Manager will remit fees and expenses as indicated on the claim form.

8.3
The College does not make tax or national insurance deductions from external examiner payments.  Further information regarding financial arrangements may be obtained from the Academic Administration Manager.

8.4
Travel and subsistence expenses are paid on submission of appropriate receipts and claims may be submitted immediately following an examiner’s attendance at the College.  Accommodation in Leeds for visiting examiners can be booked via the Awards and Admissions Manager, alternatively examiners may claim expenses for hotel accommodation not exceeding 3* classification.

9.

Changes to courses

9.1
External examiners will be consulted in advance about proposed major changes to courses and modules, and changes will not be made without examiners’ agreement.  External examiners will be informed of minor changes to course and modules.
10

Institutional contacts

10.1
External examiners will be notified of College staff contact details.  Primary contacts will be the Academic Administration Manager, the Awards and Admissions Manager, the Head of the relevant academic department and the Course Leader.
11

Published information

11.1
The following information is published on the College website at www.lcm.ac.uk/external-examiners.htm:
i) procedures for external examining

ii) link to OUVS information for external examiners

iii) claim form for fees and expenses

iv) news and other information for external examiners



	Responsibilities

	External Examiners
Sample student work, attend Boards of Examiners, submit annual report, submit claim for fees and expenses, be available for consultation
Academic Administration Manager
Approach potential external examiners, manage appointment and briefing process, act as principal point of contact, advise on external examining, circulate annual reports, remit fees and expenses, maintain procedures and published information relating to external examining.

Awards and Admissions Manager
Send examination papers for approval, co-ordinate arrangements relating to attendance at Boards of Examiners, book accommodation.
Course Leaders
Co-ordinate sampling of work, agree sample size and arrangements

Head of Department
Determine adequacy of external examiner annual report

Learning, Teaching and Quality Committee
Approve procedures for external examining, consider annual reports


	Procedure flowchart 
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	Breach of policy (if applicable)

	College breach of policy: external examiners may make a complaint to OUVS.
External examiner breach of policy: the College may complain to OUVS; OUVS reserves the right to terminate external examiner appointments as set out in F2.16 of the OUVS regulations.



PAGE  
6
N:\Quality and Standards/Internal policies and procedures/New Policy template FINAL May 08.doc

