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APPLICATION FOR APPROVAL OF NEW EXTERNAL EXAMINER

This form must be completed electronically and all sections must be completed.  Please refer to Appendix 1: Criteria for the Appointment of External Examiners.  The rationale section (Part 4) must be completed by the School for any proposal being considered under Category A.3 of the Criteria (Exceptional Appointment).  Once the proposal has completed the School and Faculty approval process, the Faculty should forward the signed approved version and the e-version to QE.     
PART 1
-
SUMMARY DETAILS  
(to be completed by School/ Faculty)

FACULTY OF
 FORMDROPDOWN 

SCHOOL OF
 FORMDROPDOWN 

	Category
	Please click all relevant boxes

	Undergraduate
	 FORMCHECKBOX 


	Taught Masters
	 FORMCHECKBOX 


	Programme
	 FORMCHECKBOX 


	Module
	 FORMCHECKBOX 



FULL NAME OF PROPOSED EXTERNAL EXAMINER

Surname:        
Forename(s):       
Title:       
PART 2
-
DETAILS OF PROPOSAL

(to be completed by School/ Faculty)
PROPOSED PERIOD OF TENURE

(Standard appointment period – four years, starting 1 October for any given session)


	 Undergraduate
	From:  01 October  FORMDROPDOWN 

	To:  30 September  FORMDROPDOWN 


	Taught Masters
	From:  01 October  FORMDROPDOWN 

	To:  31 December  FORMDROPDOWN 



If different starting and finishing months to be considered, please give details and reason:

	


DETAILS OF PROPOSED DUTIES


Programme Duties

	Programme Code
	Programme Title
	Programme Leader

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Module Duties

	Module

Code
	Module Title
	Trimester

Taught

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



NEW PROGRAMME*
Yes
No

If ‘No’

EXAMINER TO BE REPLACED

	Name
	

	Place of Work:
	

	Appointment from
	
	To


OTHER EXAMINERS ON PROGRAMME OR RELATED MODULE

	Name:
	

	Place of Work:
	

	Appointment from
	
	to

	
	

	Name:
	

	Place of Work:
	

	Appointment from
	
	to


PART 3
-
FULL DETAILS OF PROPOSED EXTERNAL EXAMINER


(to be completed by proposed External Examiner or School/ Faculty)
Surname:       
 Forename(s):       
Title:       
PRESENT POST

	Position:
	

	Place of Work:
	

	Department/School:
	

	Address:
	

	(please include postcode)
	

	
	

	Telephone Number:
	

	Email address:
	



HIGHER EDUCATION

	College / University Attended
	Qualification
	Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


EMPLOYMENT HISTORY

	Employer
	Title of Post
	Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PROFESSIONAL BODY MEMBERSHIP AND QUALIFICATIONS

	Professional Body
	Membership

Dates
	Status
	Qualification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CURRENT EXTERNAL EXAMINING APPOINTMENTS FOR A UNIVERSITY, PROFESSIONAL BODY, OR OTHER

	Programme Title
	University/Professional Body/Other 
	Level (UG, PG, Research)
	Dates of Appointment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PREVIOUS EXPERIENCE AS EXTERNAL EXAMINER FOR A UNIVERSITY, PROFESSIONAL BODY, OR OTHER

	Programme Title
	University/Professional Body/Other
	Level (UG, PG, Research)
	Dates of Appointment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SCHOLARLY AND PROFESSIONAL ACTIVITY IN THE PAST FIVE YEARS

	External validation or review activity 
	HEI
	Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Supervision of research degrees
	HEI
	Dates 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Other professional activity (e.g. national/ statutory bodies)
	Dates 

	
	

	
	

	
	

	
	

	
	

	Recent research activity and publications
	Dates 

	
	

	
	

	
	

	
	

	
	


TEACHING EXPERIENCE

Please give a brief account of your main areas of teaching responsibilities over the past five years including the following, where relevant.  Include as much detail as possible (e.g. level of awards, etc)

	Curriculum development or design (e.g. module or course leader) 

	

	

	

	

	

	Programme management or leadership (e.g. programme leader) 

	

	

	

	

	

	Involvement in examining and assessment

	

	

	

	

	

	Involvement in examining and assessment for higher degrees

	

	

	

	

	

	Other relevant teaching experience

	

	

	

	

	



DETAILS OF CURRENT OR PREVIOUS ASSOCIATION WITH NAPIER UNIVERSITY, THE PROGRAMME/ MODULES, OR INDIVIDUAL STAFF/ STUDENTS

	Association
	Date

	
	


PART 4
-
RATIONALE FOR PROPOSAL 
(to be completed by the School for proposals to be considered under Category A.3 of the Criteria for Appointment)

PART 5
-
FACULTY APPROVAL

	Signed:
	

	
	(Head of School/School Quality Committee)

	Date:
	

	Pre-Faculty Quality Committee Check by:

	Signed
	

	
	(Assistant Faculty Manager (Quality))

	Date:
	

	Signed:
	

	
	(Associate Dean (Academic Quality & Customer Service)

	Date:
	


Appendix 1: Criteria for the appointment of External Examiners

Principles

	1
	The standing, expertise and experience of examiners should be adequate to maintain academic standards in the context of higher education as a whole.

	
	

	2
	Academic/ professional qualifications of examiners should be appropriate to the programme of study/ module to be examined, with both the level and the subject(s) of those qualifications generally matching what is to be examined.


Overarching Criteria
	1
	External Examiners should be drawn from a wide variety of institutional/professional contexts and traditions in order that the programme of study benefits from wide-ranging external scrutiny. There should not be:

	
	· more than one External Examiner from the same institution in the team of external examiners

	
	· reciprocal external examining between staff in a subject area at Napier and another institution

	
	· replacement of an External Examiner by an individual from the same institution or from an institution which has been the source of examiners for the subject area in the past five years.

	
	

	2
	External Examiners should not normally hold more than two substantial external examining appointments including Napier.

	
	

	3
	External Examiners must be impartial in making their judgements and should have no previous close involvement with the University which might compromise their objectivity.  In particular an External Examiner should not have been, during the past five years:

	
	· A member of staff, a court member, a student, or a near relative of a member of staff involved with the programme of study  

	
	· An examiner on a cognate programme of study in the University

	
	· A consultant to a programme of study team on programme of study design

	
	

	4
	A proposed External Examiner must not be or have been, during the last five years:

	
	· Personally associated with the sponsorship of students

	
	· Required to assess colleagues who are recruited as students to the programme of study

	
	· In a position to influence significantly the future of students on the programme of study

	
	

	5
	There should not be any other proposal in progress within Napier University that would affect the External Examiner’s eligibility for the proposed period of appointment, e.g. a visiting or honorary appointment.


Appointment Criteria

Appointment criteria are in three categories.  External Examiners must meet at least one of the stated requirements in each of Categories A, B and C.  However, since all applications need to be considered ‘in the round’, some nominees’ experience might be composed of a combination of the criteria within each category.

Category A – Experience of Standards in a Multi-Institutional Context

	A.1
	Have recent experience of external examining at an appropriate level in at least one HEI within the last five years.

	A.2
	Hold a Senior examinership within the previous two years with a chartered or major professional or statutory body for the subject area (with exposure to standards of attainment nationally).

	A.3


	The University also permits the appointment of a limited number (10%) of External Examiners who do not satisfy criteria A1 or A2.  External Examiners in this category will be considered for appointment on condition that there are arrangements in place for an existing experienced External Examiner to support the proposed appointee for the first 12 months.  External Examiners in this category are required to  attend the University’s Induction Day for new External Examiners prior to undertaking any duties.


Category B – Learning and Teaching Activities in HE

	B.1


	Participation in validation/review activity as an external Panel member, in at least two other HEIs. 

	B.2
	Experience of examining activity at a higher level in at least two other HEIs (which may include current).

	B.3


	Experience as a Programme Leader in the broad subject area, of an equivalent or higher level of award, with responsibility for programme examining and assessment in at least two HEIs (which may include current).


Category C – Curriculum Development

	C.1


	Experience in the broad subject area of leading curriculum development, design and assessment, for an equivalent or higher level of award, in at least two HEIs (which may include current). 

	C.2
	Experience of managing learning at higher level, e.g. research degree supervision in at least two HEIs (combined with activity at the programme level to be examined).

	C.3


	Expert status with a recognised national body (eg SQA, QAA) or a chartered/major professional or statutory body responsible for the subject area.

	C.4
	Leadership of a recognised specialist subject development group with a remit to advise a recognised national body at Board level on the future of the subject.
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