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EXTERNAL EXAMINERS POLICY 

 

Introduction 

1. External Examiners play a crucial role in the quality assurance of courses. One or more 

External Examiners will be appointed by the University to any provision that leads to a University 

of Suffolk award, including provision delivered in partnership with others. For the purpose of 

interpreting the scope of this policy

https://www.qaa.ac.uk/quality-code
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notice on either side.  External Examiners for taught awards may not be re-appointed for another 

taught award provided by 
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and to provide informative comment and recommendations on: 

¶ good practice and innovation relating to learning, teaching and assessment observed by 

the External Examiners; 

¶ opportunities to enhance the quality of the learning opportunities provided to students. 

 

17. Prior to the confirmation of mark lists, pass lists or similar documents, the External 

Examiner is required to confirm the outcomes of the assessment processes they have been 

appointed to scrutinise.  In particular, they are required to confirm that: 

¶ they have had sufficient access to relevant evidence (including student work and 

moderation records) to enable them to make their judgements; 

¶ the marks / grades proposed at the board are appropriate; 

¶ the assessment processes set out by the University for the course(s) have been adhered 

to. 

 

18. In order to fulfil this role, the External Examiner has the following rights and responsibilities: 

 
The External Examiner has the right: 

¶ to be briefed by the Course Leader on their tasks as soon as possible either in person or 

virtually. In cases of Practice Assessment, the External Examiner has the right to visit one 

or more practice locations. (The Course Leader should normally make contact with the 

External Examiner within two weeks of notification to the School or partner institution that 

an appointment has been made); 

¶ to be informed of dates of Assessment Boards, and any subsequent changes in dates, in 

a timely manner; 

¶ to continued updating by the Course Leader regarding changes in content or practice within 

the course in question; 

¶ to be consulted about any proposed changes to assessment regulations directly affecting 

students currently on the course.  The University of Suffolk retains the authority to consider 

and approve all changes to regulations; 

¶ to be consulted about any proposed changes associated with re-approval or modification 

processes for the course in question, and be provided with revised course documentation 

following the completion of these processes. 

¶ of access to all draft assessment materials which they have to verify and the right to 

suggest appropriate revisions in accordance with the Assessment Moderation Policy; 

¶ of access to all assessed student work which contributes summatively to the award 

classification/grading; 

¶ of access to course materials including definitive course records and module specifications; 
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on a reasonable expectation of attendance that secures the 



UNIVERSITY OF SUFFOLK 

 

External Examiners Policy  Page 8 of 13 
Version 4.2 (August 2024) 
Owner: Registry Services 

¶ to declare any changes in their status and circumstances which may prejudice the role of 

External Examiner; 

¶ to comment on proposed changes to courses post-validation including learning outcomes 

and the appropriateness of teaching and assessment methods; 

 

External Examiner's Report 

19. External Examiners are required to submit an end of year report on the conduct of 

assessments and the standards achieved, and provide recommendations for enhancement. The 

report should be submitted, in accordance with any agreed deadlines, via the on-line reporting 

system, through which the Deputy Academic Registrar or their nominee and the relevant Dean of 

School, Head of Higher Education or equivalent within partner institutions will be able to view it. 

 

20. Standard pro forma for the annual External Examiner reports are supplied for completion 

based on the following headings: 

¶ The standards required of students align with the relevant academic thresholds for the 

award and subject and the performance demonstrated by students is comparable to peers 

on equivalent courses in other institutions. The awards are aligned with the Framework for 

Higher Education Qualifications, national subject benchmarks and, where appropriate, 

professional benchmarks and standards.  

¶ The assessment strategy measures student achievement rigorously and fairly against the 

learning outcomes of the course and, where applicable, the requirements of the PSRBs.  

¶ Assessment procedures have been carried out in accordance with the University of Suffolk 

and course specific (where applicable) policies and regulations, e.g. internal and external 
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the External Examiner should provide a summary of their time in the role, noting any 

significant issues and enhancements that have characterised the provision. 

 

21. The subsequent Course Leader response and action plan, once approved by the Deputy 

Academic Registrar (or their nominee), will be further shared through the University’s course Risk-

Based Monitoring and Enhancement (RiME) processes. External Examiners are advised that 

reports may be widely circulated, including to students on the course, and it is therefore essential 

that individual students and staff are not identified. External Examiners are also advised that 

students on the programme for which they are responsible will be provided with their name and 

the name of the institution at which they are based. External Examiners are advised not to enter 

into correspondence with students should they seek to make contact, referring any such students 

to the Course Leader. 

 

22. Following final approval by the University, the External Examiner will be given access to 

the full report, which includes the Course Leader response and action plan, and comments, from 

the Deputy Academic Registrar (or nominee). 

 

23. External Examiner reports will be made available in full to students through the Student 

Voice Forum (Course Committee) and RiME processes and through internal on-line publication 

(with the exception of any material that relates to individuals, is intended to cause harm to the 

institution or is a confidential report of serious concern) (see Paragraph 24).
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27. External Examiners will be paid a standard fee in line with the level of fees current at the 

time of appointment (see paragraphs 2

completed 

annual report. Exceptionally, where courses have multiple cohorts 
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Procedure 

35. The Quality Team will advertise for vacancies, in line with the requirements identified in 4-

14, and on the following timescale: 

¶ for existing courses the External Examiner should be nominated during the final year of 

office of their predecessor to provide continuity of External Examiner activity; 

¶ for new courses External Examiners should be nominated as soon as possible following 

the completion of the validation process. 

Candidates will be required to submit an expression of interest and a CV. A short-list of potential 

nominees will be provided to the Course Leader for consideration and selection, if none are 

deemed appropriate then the Course Leader may request additional advertisements to be made. 

 

36. Details of the chosen External Examiner must be provided on the Nomination for Approval 

of an External Examiner form. Part A of the form requests details of the post and should be 

completed by University of Suffolk or partner institution 
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- information about the University of Suffolk and, where relevant, the partner 

college/institution 

- a formal letter of agreement, for signature 

- a copy of the terms and conditions of appointment as External Examiner 

- a copy of the rights and responsibilities of External Examiners 

- information on how to access relevant University of Suffolk regulations, policies and 

procedures 

- copies of External Examiner Travel and Related Expenses Claim forms  

- Change of Personal Details Notification form 

 

43. The Chair of the Assessment Board (normally the relevant Dean of School, or equivalent 

post at a partner institution) will ensure that an External Examiner briefing (paragraphs 47-49 

below) has occurred. 

 

44. 
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