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[bookmark: _Toc142413337]Role of the Programme Assessment Board External Examiner
The University appoints Programme Assessment Board (PAB) external examiners to ensure that the board is conducted as per the University’s guidelines on assessment board processes and that there is equity of treatment to all students. The role requires the PAB external examiner to attend the board and contribute to the decisions about progression, awards and exclusions.
[bookmark: _Toc142413338]Programme Assessment Boards 
The University has a single tier assessment board structure. The Programme Assessment Board is responsible for recommending progression, awards and exclusions. The board will receive confirmation that all the sample student work (to which that PAB relates) has been internally moderated prior to mark ratification. Further details on PABs can be found in section 4 of the UG regulations here. 

The University’s internal mark ratification process will ensure that all the sample student work has been internally moderated prior to the board. Subject external examiners will audit marking and moderation post-PAB and submit their annual report with their findings and forward-looking recommendations once all the modules within their remit have been audited. Clear processes are in place for dealing with academic misconduct and mitigating circumstances, compensation etc. to ensure that double counting does not take place; full details are provided in the University’s academic policies and regulations here. 

PAB external examiners are full members of the assessment boards to which they relate. The PAB is deemed quorate if all designated internal members or their nominees and at least one PAB external examiner is present. An Independent Monitor (IM) will also be in attendance at each PAB to provide advice and guidance on the application of the UG/PG regulations for the student profiles under consideration and to ensure the board operates in line with the University’s assessment board regulations.

All formal decisions relating to awards and progression must be made at the PAB.  All information necessary to reach decisions must be available at the PAB and full minutes must record such evidence and the resulting judgements.
[bookmark: _Toc142413339]Verification of the Recommendations of Programme Assessment Board
The agreed final recommendations of an assessment board are the collective, consensus views of the board members, including the PAB external examiner. It is expected that the chair of the board will review all recommendations with the board to ensure that they are approved by the board and can be accurately recorded by the minuting secretary. The University does not additionally require the formality of the signature of the PAB external examiner at this stage. It is subsequently the responsibility of the chair of the board and the secretary to the board to ensure that published results list accurately reflect the assessment board’s deliberations. By receipt of minutes, including a full record of recommendations, PAB external examiners are in a position to audit the accuracy of the procedures and, if it ever became necessary, to audit any aspect of the process in more detail. 
[bookmark: _Toc142413340]External Examiners’ Annual Reports
All PAB external examiners, as part of their contract with the University, are required to submit an annual report. The University has adopted a standard report format which must be completed on-line. In addition to responses to key questions about assessment board processes and procedures, external examiners are also asked to detail any areas of good practice and/or recommendations for enhancement.

The University regards the external examiner’s annual report as a critical part of its quality assurance procedures. It is part of the contract with external examiners that the required report is produced annually. If an external examiner, following a reminder, does not submit a report within one month of the last PAB of the academic year that they attended, or the report is considered to be too cursory to be of value and requests for amplification are not responded to, the contract may be terminated forthwith. The report will be regarded as a public document within the University and will form part of the documentation for the Regulatory Framework Committee. If necessary, external examiners can submit a separate confidential letter to the Vice-Chancellor (VC). The confidential letter should be submitted in addition to the PAB report but the latter can refer to the fact that a confidential letter is also being sent without disclosing the details. An acknowledgement letter will be sent to the examiner from the VC within one week of receipt of the letter. The examiner will receive a formal response, following a detailed investigation into the matter, within four weeks of receipt of the letter.
[bookmark: _Toc142413341]Feedback to External Examiners
The University requires that external examiners should be provided with feedback following discussion of their report by the Quality Assurance & Enhancement and Regulations, Assessment and Student Casework teams. This feedback should consist of an itemised response to the report using the University’s response template.  
[bookmark: _Toc142413342]Data protection, freedom of information and copyright
The University will use personal data submitted by the external examiner for the payment of fees and expenses, and for other necessary communication in connection with the external examiner’s contract. Where required for these purposes, this data will be shared with other departments of the University.

In accordance with the University’s Data Protection Policy, which is based upon the Data Protection Act 2018, staff members must not disclose external examiners’ personal data, including contact details, to any person or body outside the University without the consent of the external examiner.

An external examiner’s report will be made available to University staff, students and/or collaborative programme partners as part of the quality assurance/annual monitoring procedure. External examiners’ reports may be circulated as part of an internal or external audit.  

Comments and opinions expressed by an external examiner about individual students during the assessment process may be disclosed to the student concerned, if the student makes a Subject Access Request under the Data Protection Act.

An external examiner is entitled to make a Subject Access Request under the Data Protection Act to see memoranda, emails and other communications relating to their appointment, including opinions expressed in a professional capacity about their appointment.

Under the Freedom of Information Act, the University will provide copies of external examiners’ reports to third parties who make a lawful request for these. Reports will normally retain examiners’ names. The University will consider any reasonable request from external examiners to anonymise their reports.  Such a request should be made in writing and submitted with the report.

Copyright in all external examiners' reports will be owned by the University. Examiners will not be permitted to retain their moral rights (under the Copyright Act) in the reports as the University may choose to anonymise the reports, as appropriate.

PAB external examiners will be granted access to the University’s External Examiners’ Reporting System (EERS).  
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