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Higher Education Registry
GUIDANCE FOR 
EXTERNAL EXAMINERS 

Any queries relating any aspect of External Examiners should be directed to externalexaminers@ncgrp.co.uk
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Introduction
External Examiners Guidance 
This document is intended to give general guidance to external examiners and mentors on their roles, responsibilities and their respective contractual arrangements. 
In addition to this guidance, all external examiners/mentors should consult the NCG Academic Regulations Reference & Guidance Document and External Examiners micro-site to access the NCG Higher Education Academic Regulations and associated documentation and templates 
Background - NCG

NCG is one of the leading providers of education, training and employability across the UK.  NCG’s higher education provision is delivered at Newcastle College, West Lancashire College, Kidderminster College, Lewisham Southwark and Carlisle College offering a range of qualifications which include:

· Foundation Degrees

· Higher National Diploma/Certificates
· One year Top Up Honours Degrees 
· 3 year Honours Degrees
· Post Graduate Certificates in Teaching 
· Masters programmes
In July 2016 NCG was awarded Taught Degree Awarding Powers. This represents a major breakthrough for the sector and puts colleges on a similar footing to universities.

NCG is one of the UK’s leading providers of education, training and employability. We have a clear purpose to unlock potential through learning and we do this through the work of our four colleges and two training providers.
Creating and developing partnerships that bridge education and business is a vital area of work for our colleges, while our two training providers work with businesses and individuals to help them unlock their potential through learning.
NCG has extensive and established links with local and national industries and a philosophy centred on standards and the quality of the student learning experience. 

We are committed to providing an inclusive learning environment and ensuring that our students are treated fairly. The Higher Education student body of approximately 2500 undergraduate and post graduates.

1
External Examiners
1.1
The role of External Examiners
The primary role of external examiners is to ensure that students are assessed fairly in relation to other Higher Education students on the programme and to all students across NCG and nationally.  Full details of external examiners’ responsibilities can be found in NCG’s External Examiners Academic Regulations Reference and Guidance Document. 
The role of the external examiners involves confirming:
· The degree-awarding body (NCG) is maintaining the threshold academic standards set for its awards in accordance with the frameworks for higher education qualifications and applicable Subject Benchmark Statements.

· the standards of student performance are comparable with similar course(s) or subjects in other UK institutions with which I am familiar.”

· the standards of student performance are comparable with students studying the award(s) at NCG

· The assessment process measures student achievement rigorously and fairly against the intended outcomes of the programme(s) and is conducted in line with the NCG’s policies and regulations

· Procedures governing mitigating/extenuating circumstances, academic integrity/misconduct and borderline performances have been considered fairly and equitably applying NCG HE Academic Regulations

External Examiners will be required to: 

· participation in decisions about recommendations for the award(s) and student progression within a programme;
· moderate modules of a programme or groups of modules, appropriate to their subject or professional expertise. The modules may also contribute to an award for which the external examiner is not responsible;
· participate in decisions about changes in the assessment regulations for a programme and the approval of new modules and/or modifications to existing modules of a programme.
1.2
External Mentors
1.2.1
Guidelines for external mentors
There are occasions when it is recognised that a new external examiner would benefit from the support of a mentor.  The External Examiners Appointment Committee (EEAC) would consider this need when it approves an appointment.  It is also possible for a new external examiner to request a mentor when he/she is appointed if he/she would like this form of support.  This is in addition to the development sessions organised by the HE Registry. 
Initial requirements 
· Identification by the Curriculum area of a current experienced external examiner in the appropriate area to act as ‘mentor’.
· Clarification of the respective roles and responsibilities of the mentor and the new external examiner by telephone, correspondence or attendance at the relevant NCG development session. 
· Provision of information to assist the new external examiner, including documentation from the Curriculum Area regarding the programme(s) and local procedures, and agreement of a schedule of activities.
The mentor should be both proactive and reactive:
Proactive:
Anticipate likely/obvious areas where the new external examiner will need assistance and put arrangements in place to address these:
· Plan ahead and identify meetings in the diary as required to support key events;
· Advise on how to approach NCG if issues arise.
Reactive:
· Be on hand to act as an information source and a guide/link to more specialist support;
· Quickly step in to support and assist if required. 
The mentor will provide support to the mentee by means of a combination of the following:  face-to-face meetings, telephone communications, e-mail or letter.  The mentor will make contact with the mentee as soon as possible following appointment in order to agree a mutually agreeable modus operandi and to discuss any matter relating to the duties of the external examiner that either the external or mentor consider appropriate.

The mentor will offer guidance on the role of the examiner in:

(i) moderation of examination papers and providing comment on other forms of assessment

(ii) sampling of students’ work

(iii) providing advice to the Board of Examiners

(iv) presentation of a formal annual report.

The mentor will also work alongside the mentee to ensure the proper process of assessment has taken place in terms of confirmation of standards and justice to the students.

1.3
New External Examiners
The new external examiner (or those with limited experience) has a responsibility to:
· access written material on systems and processes where these are readily available (e.g. via the HE Registry), rather than placing over-reliance on the mentor;
· be proactive in seeking assistance and support. 
If you are a mentor and require contact details for the external examiner you are mentoring, please e-mail to externalexaminers@ncgrp.co.uk
1.4 
Equality and Diversity

NCG is committed to meet its legal duty to promote equality of opportunity for all staff and students, to eliminate bias and unlawful discrimination, eliminate harassment and promote good relations between diverse groups.  This duty extends to contractors, partners and visitors to our premises. Please refer to our equal opportunities policy.  Details are available on our internet site:

https://www.ncgrp.co.uk/guide-to-information/our-policies-and-procedures/equality-information/
2
External Examiner Induction Sessions
The External Examiner Induction session provides External Examiners with an opportunity to familiarise themselves with the NCG Higher Education Academic Regulations and to meet with their programme leader.  
We acknowledge that it will not be possible for all new Examiners to attend a session, particularly where it would require travelling a long distance. The workshop materials are available on request by emailing externalexaminers@ncgrp.co.uk
The aims of the induction session are to:
· introduce the role and responsibilities of the External Examiner
· identify the annual processes an external examiner takes part in
· examine implications for Programmes and interaction between examiners and programmes
At the end of the session participants will be able to:
· understand the role and responsibilities of the External Examiner
· take part in and understand their role in the process of being an External Examiner
· manage the relationship between the Programme and the External Examiner
The programme will examine:
· the NCG Higher Education Academic Regulations in identifying the roles and responsibilities of External Examiners
· the annual cycle of academic activity and the relationship with the External Examiners implication and practice
· developing a relationship between External Examiners and Programme Leaders
Target Audience:
New External Examiners, Programme Leaders, HE Administrators (whose External Examiner is attending a session) 
To book a place, please contact externalexaminers@ncgrp.co.uk
3
Contractual Arrangements and Responsibilities

3.1
External Examiner Reports
External Examiners are required to submit an annual report to NCG HE Registry within 28 days of the main Board of Examiners meeting. External Mentors are also required by the terms of their appointment to submit an annual report. 
External Examiner reports require a qualitative written response in a number of areas including:
(i)
Standards
(ii)
Quality of the student learning experience
(iii)
Good practice
The form consists of two sections, the Summary and the Main Report. 
Please note that it is MANDATORY to complete all sections of the report form.
Copies of the report form templates are available via email externalexaminers@ncgrp.co.uk or on the External Examiners micro-site.
Once complete, report forms should be attached to an e-mail and sent to the following address:
externalexaminers@ncgrp.co.uk. 
You will receive a receipt for your report once it has been submitted.

External Examiners should expect to receive a response to their reports from the programme leader within 60 working days and will be notified by the Head of HE Quality and Standards (HE Registry) of the date by which they should expect to receive a response.  
External Examiners’ reports are anonymised when released as public information for viewing by our current and potential students.

3.2
Fees and Expenses 
External Examiner fees and expenses will be paid and should be claimed no later than one month after the main Board of Examiners meeting has taken place.  Your completed fee and expenses claim form (with all receipts) should be forwarded to HE Registry following the main exam board.  The claim form for your fees and expenses is available on our External Examiner website.
Please refer to the External Examiner Fee and Expenses guidance on our NCG External Examiner website for more information.

Fees for examining duties are as follows:
	
	Fee
	Description 

	Band A
	£350
	Module and Award Examiner with  between 6-12 modules

	Band B
	£500
	Module and Award Examiner with  12+ modules (this may include duties covering FdA and Top Up awards)

	
	£350
	Chief External Examiner for all NCG awards

	
	£100
	Lead Examiner for a group of Examiners within a section

	
	£120
	External Mentor – supporting a newly appointed External Examiner


Changes in HMRC legislation which became effective from 06/04/2017 require an organisation to establish the employment status of an individual before making any form of payment. 
Only external examiners which are confirmed as having self-employed status can be paid without tax and N.I being taken at source. To do this we will need the following:

 

·    Evidence of your employment status in the form of the completed HMRC assessment & the outcome – via the link

·    Your HMRC self-employed registration number

 

If you are not set up as self-employed with the above details you now need to be paid through our payroll system.

 

Please refer to the NCG External Examiner Fee and Expenses Claim Form Guidance for more detail regarding what we need from you to ensure payment is made promptly.
 

Please note we need these documents for everyone regardless of how many years you will have been an external examiner with NCG:
 

·    A completed “External Examiner Payment” Form
·    Proof of eligibility to work in the UK. Please could you bring one of the documents in listed on the “right to work” checklist and we will take copies.

Normally, the Curriculum area will contact you directly about the dates when you are expected to attend the college.  Second class rail fare plus any other reasonable public transport fares may be claimed.  Train tickets can be booked for you by the NCG HE Registry.  Please note that we require notification of dates/times/journey at least two weeks’ notice in advance. At the discretion of NCG HE Registry, taxi fares may be claimed where the use of public transport is inappropriate because of time constraints or other factors. See further details under Subsistence and Accommodation below. 

If you plan to use your own car for travel related to your duties, you must ensure your vehicle is insured for business journeys and you sign a declaration to confirm this. You can then claim a mileage allowance of 45p per mile for return journeys totalling less than 250 miles.  Journeys undertaken by car which are over 250 miles will be paid up to price of a standard 2nd class rail fare. 

3.3
Subsistence
You may claim for the cost of 2 meals (either breakfast and/or evening meal) if you are working on behalf of NCG and staying away from home. The maximum amount you can claim is £20 in total per day. Hotel tray service will be reimbursed providing the total cost (food and tray service) does not exceed the maximum amount of £20.  

Please note – breakfast is included as standard for all overnight stays booked via the travel and accommodation booking process, unless specifically requested otherwise.

The cost of alcohol will not be reimbursed. 

3.4 
Accommodation & personal incidental expenses
Hotel accommodation can be booked via the HE Registry in line with NCG processes and procedures. The usual maximum price to be paid for accommodation is £85 per night. Where you arrange to stay with a friend or relative in lieu of staying in a hotel, you will be entitled to payment of £40.
Where you stay overnight in hotel accommodation you may also claim the cost of personal incidental expenses up to £5 per night for overnight stays. Examples of personal incidental expenses include personal telephone calls, newspapers and laundry expenses.  It does not include charges for sporting facilities, videos and mini-bar snacks.

4
Useful contacts and information
QAA UK Quality Code
Accessible from the QAA Website: 
https://www.qaa.ac.uk/quality-code

NCG Website
General information about NCG, Newcastle College, West Lancashire College, Kidderminster College, Carlisle College and Southwark College can be found using the following links:
www.ncgrp.co.uk
www.ncl-coll.ac.uk
http://www.westlancs.ac.uk/
http://kidderminster.ac.uk/
http://www.carlisle.ac.uk/
https://www.southwark.ac.uk/

Scheme/Course enquiries
Queries about examining arrangements for specific courses should be addressed to the relevant Course Leader.

HE Registry
If you have any queries or require more information about any aspect of external examining, please contact the HE Registry- externalexaminers@ncgrp.co.uk
Please do NOT return External Examiners Reports to College.                  They MUST be returned to the HE Registry within 28 days of the Board of Examiners Meeting. Failure to do so will result in late payment of fees and expenses.
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