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2. Responsibilities in Relation to the Examination Process 

 

The respective responsibilities of the Supervisor, the Examiners and the Graduate School 

Office are as follows: 

 

 2.1 The First Supervisor (or Second where necessary) 

 

  a) To complete the 'Approval of Examiners' form three months prior to 

submission of thesis and submit form to the Higher Degrees Committee.  To 

inform the examination team of their nomination and of the subsequent 

approval. 

 

  b) On behalf of the Dean of Faculty concerned, to make the administrative 

arrangements for the oral examination, consulting the external and internal 

examiners as appropriate, notifying all concerned of the date, time and place 

of the oral examination and attending the examination to answer questions, 

unless the candidate has expressed a wish to the contrary. 

 

  c) To complete Section B of the 'master copy' of the Examiners' Report Form 

and to pass this to the internal examiner immediately before the examination.  

The report must provide contextual information on the candidate's work, e.g. 

mentioning any technical problems experience during the research or any 

personal difficulties faced by the candidate. 

 

  d) Following an examination where examiners require minor corrections or 

major revisions to be made to the thesis, to obtain details of these from the 

examiners and to pass them onto the candidate.  This should be done as soon 

as possible and within one week of the date of the examination at the latest. 

 

 2.2 All Internal and External Examiners 

 

  a) To read the candidate's thesis as soon as possible after they receive it and to 

make themselves available to conduct the oral examination as soon as 

practicable.  The University aims to ensure that all candidates are examined as 

soon as possible and no later than ten weeks after submission of their thesis.  

This applies to re-submissions also. 

 

  b) To prepare written notes on the thesis and to complete the pre-viva form and 

submit to the Graduate School Office 5 days prior to the oral examination.  

These notes and pre-viva forms should form the basis of discussion with other 

examiners immediately prior to the oral examination. 

 

  c) Jointly with the other examiners, to complete Section C of the Examiners' 

Report Form and, where applicable, the 'Statement of Thesis Deficiencies' or 

the 'Statement of Reasons for Failure'.  This should be done immediately after 

the examination is concluded and before the examiners disperse. 

 

 2.3 The Experienced Internal Examiner 
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  a) To ensure that the completed Examiners' Report Form, including where 

appropriate the 'Statement of Thesis Deficiencies' or the 'Statement of 

Reasons for Failure', is passed to the Graduate School Office as soon as 

possible and within three working days of the oral examination at the latest. 

 

  b) If the examiners have decided that minor corrections are required, to consider 

these (in association with any other internal examiners) once submitted and to 

notify the Graduate School Office without delay whether or not they are 

satisfactory.  The Graduate School Office will provide a form for such 

notification. 

 

 2.4 The Graduate School Office 

 

  a) To give formal notification to all examiners of their appointment by the 

Higher Degrees Committee. 

 

  b) To dispatch copies of the thesis to all examiners as soon as it has been 

formally submitted by the candidate and examination arrangements have been 

approved, together with these guidance notes. 

 

  c) To dispatch a copy of the thesis to the Supervisor, along with these Guidance 

Notes including the 'master copy' of the Examiners' Report Form, with 

Section A completed and request that he or she makes the administrative 

arrangements for the oral examination. 

 

  d) To notify the candidate of the result of his/her candidature upon receipt of the 

completed Examiners' Report Form. 

 

 

 

 

 

 

 

 

 


