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1.Introduction

1.1 Purpose and Context

This document covers taught postgraduate programmes at The Institute of Cancer
Research. The ICR is responsible for the quality and standards for taught postgraduate
awards made in its name. The purpose of this document is to set out the principles of using
External Examiners, and the procedures for their appointment and support, and the
procedures for the implementation of the provisions in the ICR Regulations which relate to
External Examiners.

1.2 Scope

The ICR believes External Examiners are a key aspect of the system for ensuring that its
taught course awards are set and maintained at the appropriate level, and that the role of
the External Examiners and the arrangements for their nomination and appointment and for
responding to their reports should be clear and comprehensible, and consistent with the
national framework.

This policy must be read in conjunction with the Academic Regulations and any changes
cross-checked with the Academic Regulations and the Registry Operating Procedure to
ensure consistency of approach.

1.3 Roles and responsibilities

Overall responsibility for this procedure is with the Academic Dean but is delegated on a day-
to-day basis to the Academic Governance and Quality Manager (AGQM), the Course
Directors and the Head of Clinical Taught Courses. The Academic Governance and Quality
Manager (AGQM) is responsible for updating the procedure and ensuring that it is used in
line with the guidance from the Office for Students (OfS).

The Academic Governance and Quality Manager (AGQM) will maintain a Register of all
External Examiners appointed by the ICR, with their dates of office and affiliations. A list of
all nominations, including those not resulting in appointment, shall also be retained
confidentially.

1.4 Definitions and Glossary

Academic Board (AB)

Academic Governance and Quality Manager (AGQM)
Annual Monitoring Exercise (AME)

Office for Students (OfS)

Taught Courses Committee (TCC)



2. Nomination and Appointment of External Examiners

2.1 Inaccordance with the OfS Conditions of Registration B1, B4 and B5, the Academic
Regulations specify the process for appointing external examiners and that evidence will be
sought of a nominee's compliance with the person specification set out below. Should a
successful nominee not do so, Academic Board will record the reasons for making the
appointment.

2.2 Person specification

The ICR has adopted the person specification set out in the QAA's Quality Code. In
approving the person specification Academic Board noted that the ICR's ability to ensure
that the best person could be chosen for the job should not be restricted. Applications may
proceed if evidence cannot be obtained, or if some aspects of the person specification are
not met, and a note of the reasons why the nominee is nonetheless recommended should be
included when the decision is put to Academic Board.

2.2.1 An External Examiner will not normally hold more than two External Examinerships in
higher education at any level.

2.2.2 An External Examiner shall not normally be drawn from those in the following
categories:
i. @ member of a governing body or committee of the ICR or one of its collaborative
partners, or a current employee of the ICR or one of its collaborative partners;

ii. anyone with a close professional, contractual or personal relationship with a member
of staff or student involved with the course of study;

ii. anyone required to assess colleagues who are recruited as students to the course of
study;

iv. anyone who is, or knows they will be, in a position to influence significantly the
future of students on the course of study;

v. anyone significantly involved in recent or current substantive research activities with
a member of staff closely involved in the delivery, management or assessment of the
programmes(s) or modules in question;

vi. former staff or students of the ICR unless a period of five years has elapsed and all

students taught by or with the External Examiner have completed their programme(s);
vii. anyone involved in a reciprocal arrangement involving similar programmes at
another institution;

viii. anyone succeeding an External Examiner who is a colleague from the examiner’s
home department and institution; or

ix. staff from the same department of the same institution as an existing appointment,
i.e. no more than one External Examiner should be appointed from the same



department of the same institution.

2.2.3 Candidates are required to show appropriate evidence (via the Nomination Form
below) that they:
i. have a high degree of competence and experience in the fields covered by the course
of study, or parts thereof, and have a good understanding of the UK higher education
sector;
ii. are appropriately experienced in course design and student assessment at the level of
the award;
iii. have the necessary academic experience and subject knowledge to assess standards in
an effective manner, identify good practice and recommend enhancements to enable
informed course development;
Iv. are experienced in acting as an external examiner (or are supported by the provider in
undertaking their duties, for example, through training and mentoring);
v. are impartial in judgement and wholly independent of the provider and its staff
(including the governing body), and any relevant partners;
vi. do not personally benefit from any student outcomes, nor have any connection to any
student being assessed;
vii. have had sufficient experience in quality assurance to enable them to discharge their
role effectively;
viii. are drawn from a relevant variety of institutional or professional contexts and
traditions in order that the course benefits from wide-ranging external scrutiny;
ix. comply with all relevant employment legislation, including safeguarding, as appropriate;
and
x. normally hold a limited number of concurrent external examining engagements (for
example either one or two).

In addition the ICR also requires that external examiners:

Xi. have relevant academic and / or professional qualifications to at least the level of the
qualification being externally examined, and / or extensive practitioner experience where
appropriate;

Xii. have 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;

Xiii. have fluency in English, and where programmes are delivered and assessed in
languages other than English, fluency in the relevant language(s); and

Xiv. meet applicable criteria set by professional, statutory or regulatory bodies (where
appropriate).

2.24 Any conflicts of interest should be noted.



2.5. Appointment length
External examiners are appointed normally for a period of four years (however, an extension
of one year may be permitted to ensure continuity).

An External Examiner may be reappointed in exceptional circumstances but only after a
period of five years or more has elapsed since the end of their last appointment. External
Examiners may interrupt their four year appointment for one academic year (for example
due to illness or taking sabbatical leave) and return to their examinership without a period of
five academic years having elapsed, and without being subject to the formal nomination
process again, until they have served for a total of four years.

2.4. Early termination of Appointment
The appointment may be terminated early by either side, subject to due notice being given.

Circumstances in which the ICR may terminate an appointment include, but are not confined
to:

« a failure to attend Examination Board meetings;

« a failure to submit reports or the provision of incomplete reports; or

» the emergence of a conflict of interest which cannot be satisfactorily resolved or
otherwise acting in breach of these Regulations.

Neither the raising of well-founded concerns, nor the submission of a confidential report to
the Chief Executive, shall constitute grounds for termination.

When circumstances arise which are considered as possible grounds for termination of a
contract, the Chair of Academic Board will write formally to the examiner to inform them
that termination is being considered and to offer the examiner an opportunity to explain the
circumstances. The Chair of Academic Board will take the final decision and will notify the
examiner and Academic Board in writing of the circumstances of the case, its outcome and
the notice period.

An External Examiner who wishes to terminate the appointment early should normally give
six months' notice, and this should be included in the letter of appointment.

2.5. Information Provided to External Examiners on appointment

On appointment external examiners are provided with a number of documents (i) the
current ICR Strategy (i) Student Handbook (iii) The ICR's Academic Regulations (iv) the
Assessment Policy (v) Module Guides (vi) Marking Criteria and any other documents



deemed appropriate at the time of appointment. The letter should also include a link to the
OfS website regarding the Conditions of Registration, and should include HR requirements
regarding tax responsibilities and confirmation of right to work in the UK. External Examiners
are given read-only access to course material and policies via the VLE and additionally to an
Exam Board specific space containing information pertinent to the Board and assessments.

3. Duties of External Examiners

The duties of the taught course external examiners are set out in the letter of appointment
and below.

3.1. External examiners are expected to attend both Exam Boards each academic year and
have an opportunity to speak freely at these meetings. Where possible, arrangements will be
made so that the external examiners will have the opportunity to meet with students, attend
student presentations and vivas.

3.1.1. All External Examiners must attend all Examination Boards and familiarise
themselves with all the material sent to them on appointment. External Examiners who
cannot attend an Examination Board without good reason should normally be asked to resign
their examinership. External Examiners are also expected to attend vivas where required.
3.1.2. External Examiners shall have full voting rights at all meetings of Examination
Boards of the course on which they are an External Examiner.

3.2. External examiners are required to provide written reports following each Exam Board
for consideration at TCC and Academic Board (see below for more details).

3.3 The principal responsibilities of an External Examiner are:

» to ensure the academic standard of the course of study is appropriate to the award
concerned;

« that it is consistent with the equivalent (or a similar) programme at the same level
elsewhere in UK higher education;

» that the assessment process measures student achievement rigorously and fairly
against the intended outcomes of the programme; and

 that it is conducted in line with ICR policies and regulations.

3.4 An External Examiner must not assume the responsibilities of an Internal Examiner.

3.5 In carrying out their overall duties, External Examiners shall:



e be consulted on the proposed content of examination papers, coursework and other
assessments as far as is practical;

e De given a representative sample of answers to written assessments and will have
the right to see all answers to a written assessment;

 review borderline cases;

» consider the overall standards of student performance by reviewing the classification
profile of the cohort and comparing it with achievement at other higher education
institutions with which they are familiar to ensure consistency;

e act as an advocate to ensure students are treated fairly;

« have an opportunity to provide an oral report at Examination Boards.

3.6. Consultation of External Examiners

External examiners should be consulted on relevant draft new policies and regulations.
Consultation may take place in the Exam Board meetings or the Head of Registry will send
them relevant drafts when time permits.

4. Reporting

External Examiner reports are considered fully and seriously by the ICR.

4.1. The ICR requires its External Examiners to submit a report after each Examination Board
using the standard form circulated after each board. This form is part of the policy and any
amendments to it can be made only with TCC and Academic Board approval. The form
recommends assigning high medium and low priority to comments.

4.1.1. Examiners are asked to comment on the Examination Board, Conduct of Examinations,
and Academic Standards as well as providing general comments and suggestions for the
development of academic practice.

4.1.2. Requests to submit reports (along with a deadline for submission) will be sent to
External Examiners after each Examination Board by the AGQM to whom they should be
returned by the deadline provided by the AGQM.

4.1.3. Payment of fees/ travel expenses to External Examiners is conditional on the receipt
of written reports. On receipt of a copy of the External Examiner reports, the AGQM will
contact the finance department and request that the examiner payment is made. The
Course Management Team will provide support for claiming travel expenses etc.

4.2. Student representatives on TCC and on Academic Board are informed on election that
their remit includes sight of (redacted) external examiners' reports and that they are
welcome to comment on these, as on all other business before these committees.

4.3. A copy of the external examiner reports is made available on the VLE following
discussion by Academic Board.



4.4. Reports are circulated to the Head of Clinical Taught Courses by the AGQM, who
forwards them to the relevant Course Directors and the Chair(s) of the Examination Board
for consideration and to implement any immediate actions.

4.5. Consideration of these reports as part of the annual monitoring exercise (AME - as
detailed below) should not prevent the earlier adoption of urgent or minor recommended
changes.

4.51. If the Chair of the Examination Board or Course Directors consider that a serious
concern has been raised requiring immediate action they will raise it as a matter of urgency
with both Academic Board and TCC members.

4.6. The AGQM provides a summary report to the TCC along with the full reports (as part
of the Annual Monitoring Exercise) on the external examiner comments, details of any
actions which will be taken, along with any updates to actions taken to implement the
agreed recommendations of the previous set of External Examiners’ reports. Where it is
considered by TCC that no action should be taken, detailed reasons must be provided and
recorded in the minutes.

4.7. Additionally, the Head of Clinical Taught Courses maintains a log of actions following
Exam Board and the Course Directors comment on the external examiner reports via the
AME provided to TCC annually.

4.8. Academic Board considers the summary report along with the relevant section of the
TCC minutes and agrees actions to be taken (The full external examiner reports are available
for AB on request). Should there be any further recommendations from Academic Board,
the relevant extract from Academic Board minutes is sent to any Course Directors who are
not members, and to the Head of Clinical Taught Courses , by the AGQM.

4.9. Urgent or minor changes may be implemented immediately with written consent from
all affected students.

4.10. Actions requiring either changes to the ICR regulations or changes to assessments
should be introduced at the start of the next academic year; progressing students must be
informed and agree to these changes.

4.11. Course Directors are responsible for informing module leaders of actions required.
4.12. The TCC should monitor the impact of agreed changes.



4.13. External Examiners will receive a formal written response from the Academic Dean on
all of the points they have raised after the report has been considered by the appropriate
academic committees (normally following the Academic Board where the reports were
discussed). This will summarise comments raised by the Course Directors, TCC and
Academic Board and any recommended actions and updates to when action have been
taken as a result of external examiner reports. If the ICR has decided that any
recommendations from the external examiners will not be taken on board then reasons must
be provided.

4.14. External Examiners may raise a concern at any point during the year if they believe it is
too urgent to wait for their reports by contacting (in the first instance) the AGQM.

4.15. In addition, if an External Examiner wants to raise a matter of particular importance or
sensitivity, they may make a confidential report to the ICR's Academic Dean or Chief
Executive . Any such report would then be dealt with as the Chief Executive considers
appropriate, and a reply will be sent to the External Examiner within one month informing
them what decisions have been made and any actions taken. The Chief Executive or their
delegate will inform staff and/or students of the report, or actions arising from it, where
these have implications for them.

4.16. Decisions taken on all issues raised in External Examiners’ reports, including on
systematic failings, by Academic Board or (in the case of a confidential report) by the Chief
Executive, are final.

h. Student contact with External Examiners

Students have the opportunity to meet with external examiners as part of exam board
(Section 3), and the names and affiliations of external examiners are provided for
information in the Student Handbook, However, the contacting of external examiners by
students regarding any aspect of their programmes of study is prohibited.

0. Related documents

6.1. External Examiner Nomination Form

Download ( @£ External Examiner Nomination Form.docx)
6.2. External Examiner Report Form

Download ( @i External Examiner Report Form.docx)

/. Mechanisms for implementation


https://nexus.icr.ac.uk/PublishingImages/Lists/ICR%20Policies/AllItems/External%20Examiner%20Nomination%20Form.docx
https://nexus.icr.ac.uk/PublishingImages/Lists/ICR%20Policies/AllItems/External%20Examiner%20Nomination%20Form.docx
https://nexus.icr.ac.uk/PublishingImages/Lists/ICR%20Policies/AllItems/External%20Examiner%20Report%20Form.docx
https://nexus.icr.ac.uk/PublishingImages/Lists/ICR%20Policies/AllItems/External%20Examiner%20Report%20Form.docx

Following review by TCC and approval by Academic Board, this policy should be sent to the
current external examiners and Chair(s) of Exam Board, and published on the external
website and the Taught Course VLE. Following changes to this policy the “Registry
Procedure for External Examiners - Taught Courses” should be reviewed to ensure that it is
kept up to date.

Printed on 07 July 2025 from https://nexus.icr.ac.uk/Lists/ICR%Z20Policies/DispForm.aspx?
ID=60
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