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	External examiner undergraduate/postgraduate 

nomination form


	Summary of key points to note when completing the nomination form
· This form should be used for nominating new undergraduate and postgraduate external examiners for taught provision. The extension/reallocation of duties form should be used to propose extensions of appointment and reallocation of duties for current external examiners.
· Please complete the form electronically. Use the tab key to navigate from field to field. Do not convert the form to a PDF document in case amendments need to be made.
· Section A and C to be completed by the faculty/Educational Partnerships and section B is usually completed by the nominee.

· Before the form is submitted, please ensure that the nominee meets all of the appointment criteria. 
· Ensure all sections are completed. Failure to do this may result in the nomination form being returned which will cause a delay in the appointment process. 
· The nomination form along with all internal endorsements should be submitted by the 31 March for those examiners who are due to complete in the summer and 31 May for those completing in November and later. For all nominations received after these dates, you will be required to provide an explanation for the late submission. Some faculties have an earlier submission date; please check with your Associate Professor Quality (APQ).
· Once the form has been completed in full, please email it (with the nominees CV) to the Board Chair/Head of School/Department requesting that they forward the form in an email with endorsement to the APQ. In some faculties, the form will need to be sent directly to the APQ. 
· The APQ will forward the form with the complete email trail of internal endorsements to the Quality Officer (External Examiners) in DAQ. 
· For validation service programmes, internal endorsement will be required from the collaborative partner from the Curriculum Area Manager (or equivalent), the HE Manager (or equivalent) and the Partnerships Manager (Quality) at DMU.
· All forms are submitted to the External Examiner and Reviewer Appointments Committee for approval. All business of the appointments committee is carried out via correspondence and therefore nominations can be sent to the committee at any point in the academic year. 
· It is important to note that an external examiner cannot be considered to have been appointed until the Board Chair/Head of School/Department and programme leader have been formally notified by DAQ that the nominee has accepted the appointment. 
· The personal information entered into this form will be used by De Montfort University only for the purposes stated below:
· To enable the External Examiner and Reviewer Appointments Committee to make a decision as to whether to appoint.
· To set up a staff payroll account and as the initial password for access to payslips.
· All personal data will be processed in compliance with current UK data protection legislation. To find out more about how we are using your data, and your rights, please click here. 



	Proposed examiner title, first name and surname:
	     


	Section A – Faculty, assessment board and programme details 

(to be completed by the faculty/EP)


	Use the tab key to navigate from field to field. Do not convert the form to a PDF document in case amendments need to be made.


	A1 – Faculty and board details

	Faculty, School and Department in which the programme resides:
	     

	Assessment and management board name:
	     

	Chair of assessment and management board:
	     

	Month in which main assessment board is held:
	     

	Month in which annual report is due (within a month after the main assessment board):
	     

	Programme/subject leader:
	     


	A2 – Programmes

	· Please provide an accurate list of the main programmes (including programme codes, not course codes and full title with the award) that the external examiner will be associated with. 
· If you have this information available but in a different format, please attach to the email. 
· It is acknowledged that nominees may not have full responsibility for all programmes listed; however, they are required to take an overview of these programmes.

	Programme code (not course code)
	Full programme name (including award)


	     
	     


	A3 – Modules

	· Please provide an accurate list of the module codes (module names are not required) that the external examiner will be responsible for. 
· If you have this information available but in a different format, please attach to the email. 

	Module code (module name is not required)

	     


	A4 – Collaborative partners

	Will the external examiner be responsible for modules/programmes delivered at collaborative partners?
	Yes                                   No 
If yes, continue completing A4. If no, go to A5.

	If yes, please specify which programmes at which partners:
	Collaborative partner
	Programme

	
	     
	     

	
	     
	     

	
	     
	     

	Will the external examiner be expected to travel to a collaborative partner in the UK?
	Yes                                          N/A                                  No 


	Will the external examiner be expected to travel to a collaborative partner overseas?
	Yes                                          N/A                                  No 



	A5 – Details of external examiner to be replaced

	Is this a new examinership ie newly validated provision?
	Yes                                   No 
If yes, go to A6. If no, continue completing A5.

	Name of examiner to be replaced:
	     

	Appointment start date: (DD/MM/YYYY)
	     

	Appointment end date: (DD/MM/YYYY)
	     

	Place of employment:
	     


	A6 – Proposed period of tenure for the nominee

	· Appointments are typically for four years only. 
· Please ensure that the tenure date covers the assessment period at the end of the appointment.  

	Appointment start date: (DD/MM/YYYY)
	          

	Appointment end date: (DD/MM/YYYY)
	     


	A7 – Details of existing external examiner appointments to the board

	Are any current external examiners associated to the assessment board from the same place of employment as the nominee?
	Yes                                  No 
If yes, continue completing A7. If no, go to A8.

	Existing external examiner/s name
	Appointment start and end date
	Faculty/School/Department

	     
	     
	     

	     
	     
	     

	     
	     
	     


	A8 – Rationale for proposal 

	· Provide a rationale for the proposal as to why this individual is appropriate for the position (usually a paragraph). 
· If the proposal will lead to a total of more than two substantial examinership appointments concurrently or equivalent, please give reasons to justify the appointment indicating wherever possible the volume of work associated with each examinership.
· Details of any mentoring support should be included in section A9 if applicable. 


	     



	A9 – Mentor details (if applicable) 

	· If the nominee does not have any external examining experience, please provide full details of the support to be put in place for the nominee including the name of the mentor. 
· The mentor should be one of our current external examiners (not a member of DMU staff) who is usually associated to the same assessment board as the nominee. 
· Mentor details must be provided before the appointment is approved along with confirmation that the mentor has agreed to support the incoming examiner.


	     



	A10 – Reason for late submission

	· If the nomination has been submitted after the deadline, (31 March for those examiners who are due to complete in the summer and 31 May for those completing in November and later), an explanation for the late submission must be provided. 
· If the submission is not late, please insert “not applicable”. 


	     



	Section B – Details of proposed external examiner 

(to be completed by the nominee or faculty)


	B1 – Name of proposed examiner

	Title (eg Mr, Mrs, Prof, Dr etc):
	     

	First name:
	     

	Surname:
	     

	Gender (this is required to set up the staff account and will only be used for this purpose):
	Male          Prefer not to say          Other          Female  

	Date of birth DD/MM/YYYY (this is required for HMRC RTI submissions. It will only be used to set up a payroll account and as the initial password for access to payslips).
	     


	B2 – Contact details

	Preferred point of contact:
	Work                              Home  


	Work address (including School/Department):
	     

	Postcode:
	     

	Work telephone number:
	     

	Work email address:
	     


	Home address:
	     

	Postcode:
	     

	Home telephone number:
	     

	Home email address:
	     


	B3 – Association with De Montfort University

	· External examiners should not normally be appointed if they have had close and persistent contact with a current member of staff of the University (or collaborative partner) at any time during the previous 5 years. 
· Please give full details including dates of any current or previous associations between the nominee and programme, staff and students at De Montfort University, collaborative partners and PSRBs within the last 5 years. 
· For further guidance, please visit the appointment criteria on the DAQ website. 


	     



	B4 – Reciprocal arrangements

	Have any members of staff from DMU (or collaborative partners if relevant) acted as external examiners in the nominees department in the last five years?
	Yes                                  No 
If yes, continue completing B4. If no, go to B5.

	If yes, please give further details including the external examiners name, subject area and approximate appointment dates:
	     


	B5 – Eligibility to work in the UK

	Is the nominee eligible to work in the UK and will therefore be able to provide the necessary documentation? (see Ex Ex Guide)
	Yes                                  No 
If yes, go to B6. If no, please seek an alternative nomination.


	B6 – Employment details 

	· Details of the current employer.
· Please include the position held and dates. 


	     


	B7 – Employment history 

	· Details of previous employers.

· Please include the position held and dates. 


	     


	B8 – Current external examiner appointments

	Does the nominee have any current external examiner appointments?
	Yes                                   No 
If yes, please list them below. If no, go to B9.

	Institution
	Programme (including level)
	Appointment dates


	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	· If the proposal will lead to a total of more than two substantial examinership appointments concurrently please give further details. 
· This should include the volume of work associated with each examinership.

	     



	B9 – Previous external examiner appointments (last 5 years)

	Does the nominee have any previous external examiner appointments?
	Yes                                  No  
If yes, please give further details below. If no and the nominee does not have any external examining experience, the faculty is required to provide a mentor (an existing external examiner) to support the nominee. Details should be included in section A9.

	Institution
	Programme (including level)
	Appointment dates


	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	B10 – Other relevant experience (last 5 years)

	· Brief account of any other relevant experience as internal examiner or other capacity for example as a validation panel member over the past five years. 
· Please include details of institution, programme and dates. 


	     



	B11 – Higher education and professional qualifications

	· External examiners are expected to have the relevant academic qualifications/professional qualifications to at least the level of the qualification being externally examined, and/or extensive practitioner experience where appropriate.
· Please provide a brief account of relevant higher education and professional qualifications. 

	Qualification
	Institution
	Year conferred


	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	B12 – Teaching experience (last 5 years)

	· External examiners are expected to have academic and teaching experience at the level at which assessment is taking place including competence and experience relating to designing and operating a variety of assessment tasks. 
· External examiners from industry may be appointed where appropriate. 
· Please provide a brief account of main teaching responsibilities over the last five years. 
· Please include the level, programme (or modules if appropriate), and approximate dates.


	     



	B13 – Research and related scholarly/professional activity/consultancy (last 5 years)

	· Brief account of the last 5 years activities and publications. 


	     



	Section C – Endorsements and authorisation 

(to be completed by the faculty)


	Please check the following before gaining internal endorsement:
	

	Does the nominee meet the appointment criteria?
	Yes            No  

	Does the tenure date cover the assessment period at the end of the appointment?
	Yes            No  

	If the nominee does not have any external examining experience, are details of the mentor arrangement included in section A9?
	Yes        N/A        No  

	If the proposal will lead to a total of more than two substantial examinership appointments concurrently or equivalent, has a note been included in the rationale that indicates wherever possible the volume of work associated with each examinership and the justification for the appointment?
	Yes        N/A        No  

	If the nominee has a previous association with DMU or its collaborative partners, is there detailed information and dates in section B3?
	Yes        N/A        No  

	Has the form been completed fully? Failure to complete all sections fully will result in this form being returned and a delay will occur in the appointment process.
	Yes             No  


	Completed by (print name and role title):
	     

	Once the form has been completed, please email it (with the nominees CV) to the Board Chair/Head of School/Department requesting internal endorsement and the completion of the section below. In some faculties, the form will need to be sent directly to the APQ. Ensure that you are aware of your individual faculty procedure.


	Declaration and approval by Board Chair/Head of School/Department

	Have any members of staff from DMU (or collaborative partners if relevant) acted as external examiners in the nominee’s department in the last five years?
	Yes                                   No  
If yes, please give details below. 

	If yes, please give the name of the member of staff, subject area, and approximate appointment dates:
	     

	Please confirm that the faculty has paid due regard for PSRB requirements where relevant:
	Yes                                   N/A                                    No  

	Please provide an email approving the nomination and then forward onto the faculty Head of Quality.


	Approval Process

	· The APQ will forward the complete email trail with the form attached to the Quality Officer (External Examiners) in DAQ. Please do not email the form without the internal endorsements attached.
· For validation service programmes, internal endorsement will be required from the collaborative partner from the Curriculum Area Manager (or equivalent), the HE Manager (or equivalent) and the Partnerships Manager (Quality) at DMU.
· DAQ will send the form to the External Examiner and Reviewer Appointments Committee for approval.
· It is important to note that an external examiner cannot be considered to have been appointed until the Board Chair/Head of School/Department and programme leader have been formally notified by DAQ that the nominee has accepted the appointment. 

· If you are having difficulties with the proforma, please contact Louise Newell (lnewell@dmu.ac.uk 0116 250 6076) to discuss. 


Louise Newell | Quality Officer (External Examiners/Awarding Bodies) | Department of Academic Quality | lnewell@dmu.ac.uk 
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