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EXTERNAL EXAMINERS CODE OF PRACTICE 
 
 
 
 
 

This Code of Practice has been prepared with reference to Chapter B7 of the UK 
Quality Code for Higher Education published in December 2011. 

 
 
 
 

The University of Buckingham is committed to operating within this Code in 
order to ensure that the quality of its processes for assessment, examinations 

and the determination of awards is maintained and enhanced at the University. 
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1. GENERAL PRINCIPLES  
 
1.1 Purpose of External Examiners 
 
External examiners are an integral element of the University’s framework for the 
management of academic standards.  They act as impartial advisers, providing the 
University with informed comment on the standards set and student achievement in 
relation to those standards. They may also be asked to contribute to curriculum 
development and can offer advice on good practice and opportunities to enhance the 
quality of the University’s programmes. 
 
The main purposes of the external examining process at the University are: 
 

• To verify that the academic standards are appropriate for the award (or part 
thereof) which the external examiner has been appointed to examine; 

• To help the University assure and maintain academic standards across Higher 
Education (HE) awards at the University and awards offered through collaborative 
provision arrangements; 

• To provide assurance that the assessment process measures student achievement 
against the intended learning outcomes for the programme and/or course; and 

• To help the University ensure that its assessment processes are sound, fairly 
operated and in line with its policies and regulations 
 
 

One or more external examiners will be appointed to carry out the role as defined under 
1.2 below for all provision leading to an HE award of the University, including those 
delivered through collaborative provision. 
 
The University retains responsibility for the appointment and functions of collaborative 
external examiners.   The extent to which a collaborative partner may be involved in any 
aspects of the procedures set out below is defined in the relevant written agreement 
setting out the partnership arrangements.  
 
External examiners’ reports provide invaluable feedback to the University at programme 
and institutional level.  Overview Reports of External Examiners’ Reports for home and 
collaborative provision are submitted for consideration by Senate to ensure that they are 
considered at the highest level of the University.   
 
The University acknowledges the importance of the role of students in contributing to the 
management of quality and standards.  In the light of the recommendations of the 
UUK/GuildHE Review of External Examining Arrangements in Universities and Colleges in 
the UK (April 2011), and in accordance with the UK Quality Code (Chapter B7, Indicator 14), 
external examiners’ reports will be made available to students from 2012, with the 
exception of any confidential report(s) made directly, and separately, to the Vice-
Chancellor. 
 
 
 
 
 
 
 
1.2 Role of External Examiners 
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The primary role of External Examiners is to ensure that: 
 
a) the University is maintaining the threshold academic standards set for its awards in 

accordance with the Framework for Higher Education Qualifications (FHEQ) and 
applicable Subject Benchmark Statements; 

 
b) the University’s assessment process measures student achievement rigorously and 

fairly against the intended learning outcomes of the programme(s) and is conducted 
in line with the University’s policies and regulations; and 

 
c) the academic standards and achievements of students at the University are 

comparable with those in other UK HE institutions of which the external examiner has 
experience. 

 
1.3 Responsibilities of External Examiners 
 
The responsibilities of External Examiners at the University are summarised below.  
 
a) to approve all examination papers for the programmes or courses which they have 

been appointed to examine; 
 
b) to comment and advise on programme content and learning, teaching and assessment 

strategies as set out in the relevant Programme Specifications; 
 
c) to moderate student examinations and assessed work and comment on whether the 

assessment measures student achievement rigorously and fairly against the intended 
learning outcomes of the programme and/or course; 
 

d) to comment on whether  internal marking is of an appropriate standard; 
 

e) to comment on whether the academic standards and achievements of students 
indicate adequate teaching of the programme and/or course; 
 

f) to comment on whether the academic standards and achievement of students are 
comparable with those of other UK HE institutions with which they are familiar; 
 

g) to comment on administrative arrangements and resources; 
 
h) to attend Board of Examiners Meetings which determine awards and degree 

classifications; 
 
i) to provide advice and guidance to the Board of Examiners; 

 
j) to comment on whether or not the assessment process has been conducted in line 

with the University’s policies and regulations; 
 
k) to submit a report to the Deputy Vice-Chancellor by the date stipulated. 
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2.  POLICIES RELATING TO THE APPOINTMENT OF EXTERNAL EXAMINERS 
 
Under the Royal Charter of the University, responsibility for the appointment of External 
Examiners to the University of Buckingham lies with the Academic Advisory Council (AAC) 
and Senate of the University. (Statute 16(i) and Statute 17(b)).  All External Examiner 
appointments must be approved by these statutory bodies (or by the Chairman acting 
under delegated authority of the relevant body). 
 
2.1 Criteria for the Appointment of External Examiners 
 
External Examiners are appointed in accordance with criteria set out in the UK Quality 
Code for Higher Education (Chapter B7, Indicator 5) and must show evidence of the 
following: 
 
a) Knowledge and understanding of UK sector agreed reference points for the 

maintenance of academic standards and assurance and enhancement of quality 
 
b)  Competence and experience in the fields covered by the programme of study, or 

parts thereof 
 
c)  Relevant academic and/or professional qualifications to at least the level of the 

qualification being externally examined, and/or extensive practitioner 
experience where appropriate 

 
d)  Competence and experience relating to designing and operating a variety of 

assessment tasks appropriate to the subject and operating assessment procedures 
 
e)  Sufficient standing, credibility and breadth of experience within the discipline to 

be able to command the respect of academic peers and, where appropriate, 
professional peers 

 
f)  Familiarity with the standard to be expected of students to achieve the award that 

is to be assessed 
 
g)  Fluency in English, and where programmes are delivered and assessed in 

languages other than English, fluency in the relevant language(s) (unless other 
secure arrangements are in place to ensure that external examiners are provided 
with the information to make their judgements) 

 
h)  Meeting applicable criteria set by professional, statutory or regulatory bodies 
 
i)  Awareness of current developments in the design and delivery of relevant 

curricula 
 
j)  Competence and experience relating to the enhancement of the student learning 

experience. 
 
2.2 Conflicts of Interest  
 
The University will not appoint as external examiners anyone in the following categories 
or circumstances: 
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a)  A member of a governing body or committee of the appointing institution or one 
of its collaborative partners, or a current employee of the appointing institution 
or one of its collaborative partners 

 
b)  Anyone with a close professional, contractual or personal relationship with a 

member of staff or student involved with the programme of study 
 
c)  Anyone required to assess colleagues who are recruited as students to the 

programme of study 
 
d) Anyone who is, or knows they will be, in a position to influence significantly the 

future of students on the programme of study 
 
e)  Anyone significantly involved in recent or current substantive collaborative 

research activities with a member of staff closely involved in the delivery, 
management or assessment of the programme(s) or modules in question 

 
f)  Former staff or students of the institution unless a period of five years has 

elapsed and all students taught by or with the external examiner have completed 
their programme(s) 

 
g)  A reciprocal arrangement involving cognate programmes at another institution 
 
h)  The succession of an external examiner by a colleague from the examiner's home 

department and institution 
 
i)  The appointment of more than one external examiner from the same department 

of the same institution. 
 
2.4 Terms of Office, Extensions and Resignation 
 
a)  The duration of an external examiner's appointment will normally be for four 
years,  with an exceptional extension of one year to ensure continuity.  
 
 Any request for an extension to the term of office of an external examiner must 
be  approved following the same procedure as for the appointment of a new external 
 examiner. The extension must be approved by the AAC and by Senate. 
 
b) If an external examiner wishes to resign their position, he/she must, wherever 

possible, give at least 6 months notice, in writing, to the Registrar. 
 
c) An external examiner may be reappointed in exceptional circumstances but only 
 after a period of five years or more has elapsed since their last appointment, and 
 they fulfil other requirements. 
 
d) External examiners normally hold no more than two external examiner 
 appointments for taught programmes/modules at any point in time. 
 
e) The University reserves the right to terminate the appointment of an external 
 examiner prematurely for non-fulfilment of the responsibilities set out under 1.3 
 above. 
 
2.5 Fees 
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Fees are paid to External Examiners by the QA Office upon receipt of the External 
Examiner’s Report according to the schedule of fees agreed by Senate.  Expenses incurred 
by External Examiners will be reimbursed upon receipt by the QA Office of a completed 
claims form. Expenses may include the cost of travel to and from the University, overnight 
accommodation (where required), postage and general subsistence. 
 
 
3. PROCEDURES RELATING TO THE NOMINATION, APPROVAL AND APPOINTMENT OF 

EXTERNAL EXAMINERS  
 
3.1 Nomination and Approval of External Examiners 
 
External examiners must be nominated by the Head of Department or a designated 
member of staff.  The nomination must be approved by the Dean of School and the 
approved nomination along with the candidates CV forwarded to the Quality Assurance 
(QA) Office, which administers the approval and appointment process.  The nomination 
must be approved, firstly, by the Chairman of the Academic Advisory Council (AAC) acting 
under delegated authority of the committee.  Following approval by AAC, the Pro Vice-
Chancellor  (acting under delegated authority from the Vice-Chancellor on behalf of 
Senate) must  approve the appointment.  Following approval by AAC and Senate, the 
appointment may be confirmed.  The QA Office will prepare a report on all external 
examiner appointments for the next meeting of Senate and the annual meeting of the 
AAC. 
 
3.2 Appointment of External Examiners 
 
The QA Office will confirm the appointment in writing to the external examiner and to 
the relevant School of Study.  On appointment, all External Examiners are sent the 
following information with a formal contract of appointment: 
 
External Examiners’ Handbook (which includes this Code of Practice, the External 
Examiners Report Template, General Regulations for First Degrees, Exam Conventions for 
First Degrees, General Regulations for Higher Degrees, Academic Misconduct Policy). 
Contractual Arrangements 
The Framework for Higher Education Qualifications (FHEQ) 
Dates of External Examiners Meetings 
Fees Information 
Other relevant procedural documentation 
 
The External Examiner must confirm acceptance of the position by returning a signed copy 
of the contract of appointment to the University. 
 
4. PROCEDURES RELATING TO THE INDUCTION OF EXTERNAL EXAMINERS 
 
4.1 Induction and Preparation of External Examiners 
 
External Examiners are invited to attend a central induction at the University prior to 
taking up the position. Central induction is undertaken by a member of the QA Office. 
Any external examiner who is unable to attend central induction will be sent the 
information contained in the central induction pack by the QA Office.  External examiners 
must also attend a departmental induction prior to the examination process in order to 
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participate in briefings about the programme(s), assessment methods, regulations and 
Board of Examiners’ Conventions.   
 
Where possible, it is recommended that newly-appointed External Examiners attend the 
Board of Examiners meeting prior to their appointment in order to overlap with the 
outgoing external examiner and to provide continuity.  
 
4.2  Information for External Examiners 
 
External Examiners are required to attend External Board of Examiners meetings unless 
exceptional circumstances prevent them from doing so. Therefore, Schools of Study will, 
at the earliest possible opportunity – at least 6 months in advance - inform all External 
Examiners of the confirmed dates of the Examiners Meetings.  An Examinations Schedule 
containing the information below should also be sent to them by Schools of Study at the 
appropriate time: 
 
a) Date that draft examination questions will be sent for their approval; 
b) Deadline for comments on and/or approval of examination questions; 
c) Date scripts will be sent for moderation; 
d) Deadline for receipt of scripts; 
e) Deadline for receipt of Examiners reports; 
f) Examination Conventions; 
g) External Examiners Report Form; 
h) Fees and Expenses Form; 
i) Programme and Course Specifications; 
j) Annual Programme Review; 
k) Statistical Data relating to the examinations being moderated. 
 
5. EXTERNAL EXAMINERS’ PARTICIPATION IN ASSESSMENT PROCEDURES 
 
5.1 Moderation of examination scripts and assessed work 
 
 All examination scripts and other assessed work collectively constituting 30% or more of 
the final grade must be made available to the External Examiner for moderation.  The 
arrangements for this should be agreed between the School of Study and the External 
Examiner.  At a minimum, the External Examiner should be supplied with a sample of 
scripts and other work consisting of all first class scripts (or the best work where no first 
class marks have been awarded), all failing scripts, and all work where the aggregate mark 
falls at a grade boundary.  The External Examiner is entitled to see any scripts or other 
work, even if it has not been included in the agreed sample.  Where the final grade is 
made up from several components (eg examination and coursework), the External 
Examiner should be provided with the marks for each component and with the aggregate 
mark prior to moderation. 
 
5.2 Marking schemes 
 
Where marking is based on the application of a marking scheme or model answers, a copy 
must be sent to the External Examiner, together with Degree Class Descriptors (DCD). 
 
5.3 Second marking  
 
All examination scripts should be second marked.  Similarly, any other assessments 
constituting 30% or more of the final grade should be second marked. If double marking is 
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undertaken by a non-specialist or external marker, guidance in the form of a marking 
scheme or similar would be required.  
In all cases, an indication of the mode of double marking adopted and a rationale for any 
exceptions to this policy should be presented to External Examiners.  
 
5.4 Agreement of marks   
 
In the event of a difference of opinion between the internal examiner(s) and the External 
Examiner on grading, the view of the External Examiner should normally prevail.  Where a 
matter cannot be resolved between the internal examiner(s) and the External Examiner 
concerned the decision of the Chairman of the Examination Board shall be final. 
 
5.5 Alteration of Marks   
 
Once an External Examiner has agreed a mark after moderation, no change in the mark 
may be made without the approval of the External Examiner. The Board of Examiners may 
not alter marks in individual courses without the approval of the External Examiner 
concerned except where the reasons for the change and the disagreement of the External 
Examiner are reported to Senate. 
 
Where a sample of work has been provided to the External Examiner, if the External 
Examiner wishes to alter an individual mark (rather than adjudicate broadly on the 
decisions of internal markers), he/she would need to consider the whole cohort of scripts 
in question.  
 
5.6 Marksheets  
 
External Examiners are required to sign all examination marksheets for papers that 
he/she has moderated as confirmation that they are an accurate record of agreed marks. 
(NB when marks are amended at the Board of Examiners meeting, External Examiners 
must initial the amendments made at that time). 
 
5.7 Confirmation of Awards  
 
The signature of all those External Examiners attending a Board of Examiners must appear 
on or be appended to the final agreed spreadsheet (grid) of awards. The signed 
spreadsheets must show all marks that have been amended during the meeting and the 
agreed final awards. 
 
6. EXTERNAL EXAMINERS’ REPORTS 
  
6.1 Submission of Reports 
 
After each examination session and following the Board of Examiners meeting, the 
External Examiner is required to submit a written report using the University of 
Buckingham External Examiner’s Report template provided. Reports must be submitted 
electronically, to the Pro Vice-Chancellor at external-examiners@buckingham.ac.uk 
within one month of the meeting of the Board of Examiners. 
 
Payment of fees to External Examiners is conditional on the receipt of this report.   In case 
of non-receipt by the deadline, the QA Office will contact the External Examiner to 
ensure that a report is submitted. If the report is not submitted following this reminder, 
the Pro Vice-Chancellor will contact the external examiner to ensure the report is 

mailto:external-examiners@buckingham.ac.uk
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received. The QA Office is responsible for ensuring that external examiners’ reports are 
received by the University and for tracking progress in this regard. 
 
6.2 Use of External Examiners Reports by the University 
 
External Examiners’ Reports must be sent to the Pro Vice-Chancellor.   The QA Office will 
acknowledge receipt of the reports and ensure that they are distributed to the relevant 
Schools of Study for review and action. The University's QA Office will retain a copy of all 
External Examiners Reports. 
 
External Examiners’ Reports will normally be available for discussion within the 
University as part of the quality assurance process. However, if an External Examiner 
exceptionally considers it to be appropriate, he/she may send a separate, confidential 
report to the Vice-Chancellor.  The External Examiner is informed of this opportunity on 
appointment. External Examiners are also advised that where they have exhausted all 
applicable internal procedures in raising any concerns, that he/she may invoke QAA's 
Causes for Concerns scheme or inform the relevant professional, statutory or regulatory 
body. 
 
External Examiners should be aware that reports will be made available to students from 
Summer 2012 onwards.  In addition, reports are made available to external regulatory 
agencies, including the Quality Assurance Agency (QAA) as part of institutional reviews.   
 
Deans of Schools and/or Heads of Department are required to give full consideration to 
comments and recommendations contained in the External Examiners’ Reports.  
 
6.3 Feedback to External Examiners 
 
Deans of Schools and/or Heads of Department are required, within a reasonable 
timescale, to provide written feedback to External Examiners in respect of action taken in 
response to comments and recommendations made on the External Examiners Report 
Form. 
 
Heads of Department are required to provide the QA Office with written confirmation of 
action taken in respect of comments and recommendations made by External Examiners.  
A record of the responses is held by the QA Office. 
 
6.4 Institutional Overview 
 
An Overview Report of External Examiners’ Reports and the responses to them for home 
and for collaborative provision is submitted for consideration by Senate. 
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