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Aim and Scope
1.1  This Policy provides the framework 
for institutional practice in relation to 
all aspects of External Examining in 
compliance with sector expectations 
and practices.  

1.2  This Policy applies to all 
undergraduate, taught postgraduate 
and taught research programmes 
delivered by Manchester Metropolitan 
University or by an approved 
collaborative partner. 

1.3  Information on External Examining 
arrangements for Postgraduate 
Research provision can be accessed via 
the Graduate School.

The Role of External 
Examiners
2.1  External Examiners are appointed 
by the University in order to:

• ensure institutional and subject-level 
maintenance of threshold academic 
standards, in accordance with the 
Framework for Higher Education 
Qualifications (FHEQ) and Subject 
Benchmark Statements;

• ensure that assessment tests 
student achievement rigorously 
and fairly against the intended 
learning outcomes, and operates 
in accordance with institutional 
policies and Assessment 
Regulations;

• verify that the standard of the 
University’s awards are appropriate 
and comparable to other Higher 
Education Institutions;

• contribute to the enhancement of 
the University’s academic portfolio.

2.2  At least one External Examiner 
must be appointed to each programme 
of study. Where there is a strong 
rationale to do so, a number of 
Examiners may be appointed to a 
Programme in order to ensure full 
subject coverage. 

2.3  Examiners may be appointed as Subject 
External Examiners or as Chief External 
Examiners. Both Subject and Chief External 
Examiners are appointed to individual 
programmes in order to provide subject-
specific comment on academic standards 
and curriculum coherence. Chief External 
Examiners also attend Assessment Boards and 
provide an overarching view on institutional 
academic quality and standards. 

Responsibilities of External 
Examiners
3.1  Subject External Examiners and 
Chief External Examiners are required 
to:

• undertake moderation of a sample of 
assessments in accordance with the 
Verification, Marking and Moderation 
Policy. This may be carried out 
electronically, or Examiners may be 
required to attend moderation meetings 

The External Examining Policy sets out the roles, 
requirements and responsibilities for External Examiners at 
Manchester Metropolitan University.

About this policy
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in person at the discretion of the 
Academic Programme Team; 

• comment on the continuing 
currency, appropriateness and 
coherence of the programme(s) 
to which they are appointed, 
and provide feedback regarding 
proposed changes to curriculum 
content, structure or outcomes;

• submit written comments in 
advance of the Assessment Board 
for consideration by the Chief 
External Examiner; 

• submit an Annual Report* covering 
the areas outlined in 5.2 of this 
Policy, in accordance with the 
following deadlines: 
- For Undergraduate provision - by 
the 31st of July 
- For Taught Postgraduate provision - by 
the 30th of November 
 
* External Examiners who cover both 
UG and PG provision are not required to 
submit two separate reports.

• raise any issues or concerns regarding 
academic standards, assessment or 
student performance;

• comment, where appropriate, on 
any newly-proposed articulation 
arrangements;

• raise, where appropriate, any issues 
or concerns relating to collaborative 
arrangements or Professional, Regulatory 
or Statutory Body (PSRB) accreditation 
and/or requirements; 

• Handle all assessments and any other 
personal data in accordance with at least 
the Internal classification requirements of 
the University’s Information Classification 
Procedure and any other reasonable 
information security requirements as 
communicated by the University;

• Report any personal data breach 
incidents promptly to the Assessment  
Standards Team.

3.2  In addition to the points outlined 
in 3.1, Chief External Examiners are 
required to:

• attend Assessment and Reassessment 
Boards and, where they are satisfied with 
academic standards and the conduct 

of the Board, formally endorse their 
recommendations in writing;

• confirm, via endorsement of 
Assessment Board outcomes, 
the integrity and equity of the 
University’s processes for conferring 
awards. 

3.3  Except where a material error 
and/or failure to follow due process 
is subsequently identified, or where 
a student is found to have valid 
Exceptional Factors entitling them 
to reassessments, a Chief External 
Examiner’s endorsement of an 
Assessment Board’s decision shall 
preclude any further consideration of 
the marks or awards at any later stage. 

3.4  Subject External Examiners for 
PSRB-accredited provision may be 
required to undertake additional 
duties as defined by the PSRB. In such 
instances, requirements will be detailed 
in writing to the Examiner. 

Nomination & Appointment
4.1  The tenure of appointment for 
External Examiners shall normally 
be four academic years and one 
term. Exceptionally, and where there 
is a strong rationale to do so, an 
appointment may be extended for an 
additional 12 months.

4.2  Where a programme or course has been 
discontinued and is in teach-out, exceptional 
External Examining arrangements may 
be approved as required by the Head of 
Assessment and Engagement Management 
on behalf of the Academic Board. 

4.3  At least one External Examiner 
must be in place for all programmes by 
a point no later than the final day of the 
Autumn Term. Wherever operationally 
possible, the University will ensure 
that the period of appointment of new 
Examiners overlaps with that of their 
predecessor by one academic term. 

4.4  All External Examiners for programmes 
leading to Manchester Met awards (including 
those delivered under collaborative 

arrangements) must be formally approved by 
the University. The Head of Assessment and 
Engagement Management has delegated 
authority on behalf of the Academic Board 
for approval of all External Examiners. In 
some cases, External Examiners may be 
appointed outside of University processes, if 
an accrediting PSRB requires approval to sit 
within their responsibility.

4.5 Outgoing External Examiners will not be 
replaced where sufficient External Examiner 
coverage remains on the programme or it 
can be reallocated to an existing External 
Examiner. Programme Leaders should 
approach the Assessment Standards Team to 
ascertain whether a new External Examiner 
is required prior to advertising the vacancy 
or approaching anyone in their professional 
networks .

4.6 All External Examiner nominations 
require Faculty approval prior to institutional 
ratification. Subject External Examiner 
nominations must be approved by the 
relevant Head of the Department. Chief 
External Examiners will be selected from the 
pool of Subject External Examiners by the 
Assessment Standards Team.

4.7  Appointments of External Examiners 
for taught research programmes must first 
be considered and approved by the Faculty 
Research Degrees Committee.

4.8  Except in exceptional circumstances, 
Subject or Chief External Examiner nominees 
should not currently hold more than two 
additional Examiner appointments. 

4.9  Subject or Chief External Examiner 
nominees should not have had any close 
involvement with the University or a 
collaborative partner within the previous five 
years. ‘Close involvement’ may be defined 
as having been a member of staff, governor 
or student of the University, or possessing a 
close professional, contractual or personal 
relationship with a member of staff or student 
with an involvement in the programme.

4.10  Subject External Examiner nominees 
should:

• have completed a Doctoral Degree;
• have awareness of current 

developments in the design and 
delivery of relevant curricula;

• have sufficient academic standing, 
credibility and breadth of 
experience within the discipline;

• hold a current post of at least Senior 
Lecturer level within a Higher 
Education Institution; 

• have knowledge and understanding 
of external reference points for 
academic quality and standards, 
and familiarity with the standard 
expected of students at the 
appropriate award level;

• be fluent in English;
• have previous experience of External 

Examining within a UK Higher Education 
institution. 

4.11  Where there are multiple nominees of 
comparable standing for an External Examiner 
role, priority will be given to those nominees 
who have successfully completed the 
AdvanceHE Professional Development Course 
for External Examiners as part of the Degree 
Standards Project. 

4.12  For specialist programmes with a 
professional of vocational focus, the Head of 
Assessment and Engagement Management 
shall have discretion to approve nominees 
who do not meet the above criteria, to be 
considered on a case-by-case basis. 

4.13  Chief External Examiner nominees 
will be selected from the pool of Subject 
External Examiners, and so will be required 
to satisfy the requirements outlined in 4.9.. 
In addition, Chief External Examiners must 
possess an extensive understanding of 
assessment regulations and procedures, and 
have demonstrable experience in managing 
assessment processes including, but not 
limited to, chairing Assessment Boards or 
authorship/oversight of an institution’s 
Academic Regulations.

4.14  All External Examiners are University 
workers and, as such, nominees are required 
to provide documentary evidence confirming 
that they have the right to work in the UK 
prior to their approval. 
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4.15  Reciprocal External Examining 
arrangements between cognate programmes 
in two institutions are not permitted. 

4.16  Following completion of an Examiner’s 
period of appointment, replacements may 
not be appointed from the same teaching 
area within the same institution. There 
ordinarily can not be more than one External 
Examiner covering Units on the same 
Programme having been sourced from the 
same teaching area within the same home 
institution. 

4.17  External Examiner appointments may 
be terminated by the University if, without 
reasonable cause, an Examiner fails to 
contribute to the work of the Assessment 
Board, fails to submit a Report within the 
stipulated timeframe, fails to engage with 
University processes or requirements, breaks 
confidentiality with regard to personal or 
privileged information, or otherwise acts 
counter to the University’s regulations, 
policies or interests. External Examiner 
appointments may also be terminated where 
changes to the academic portfolio or External 
Examiner workload renders the continuation 
of the appointment unnecessary, or where 
a lack of ongoing benefit to the University 
has been identified. Decisions regarding 
termination of appointment are taken by 
the Head of Assessment and Engagement 
Management . 

4.18  The University monitors and reviews the 
number and allocation of External Examiners 
on an ongoing basis to ensure that the 
range of Examiners remains reflective of, and 
appropriate to, the breadth of the academic 
portfolio. In considering nominations, 
appointments, re-allocations and 
replacements, cognisance is taken of the need 
to balance the number of Examiners with the 
quantity and complexity of provision. 

Reporting
5.1  The University requires all External 
Examiners to complete an Annual 
Report according to the deadlines set 
out in 3.1 of this Policy. 

5.2  The Annual Report provides an 
overview of issues relating to award 
standards and alignment to the FHEQ; 
comparability of student performance 
and achievement; academic currency 
and coherence of the curriculum; quality 
of teaching, learning and assessment; 
marking and moderation practice; 
opportunities for enhancement; and 
responses to previous Reports. 

5.3  The Annual Report template also 
includes a section to be completed by 
Examiners who have completed the 
final year of their tenure. All Examiners 
are required to complete this additional 
overview of their period of tenure at its 
conclusion. 

5.4  Any direct references to named 
staff and/or students within External 
Examiner Reports will be redacted 
prior to publication. Any Examiner 
feedback regarding individual staff 
and/or students will be submitted in 
confidence to the programme/course 
leader or Head of Department, as 
appropriate.

5.5  External Examiners’ Annual Reports, 
once submitted, become the property of the 
University and are subject to the provisions of 
the General Data Protection Regulation 2018 
and the Freedom of Information Act. They 
are made available on request to relevant 
stakeholders.

5.6  Reports are disseminated upon 
submission to Programme Leaders for 
consideration and response. Programme 
Leaders should provide this response 
according to the following deadlines: 

• For Undergraduate Programmes - by 
30th of September.

• For Taught Postgraduate Programmes - 
by 31st of January.

5.7  Where an External Examiner flags an issue 
as ‘serious and requiring urgent attention’ 
within their Annual Report, the Assessment 
Standards Team will seek a response from the 
relevant area of the University to be sent to 
the Examiner within two weeks of the issue 

being raised. 

5.8  Where, following receipt of a Programme 
Team’s written response, an Examiner 
retains serious concern regarding academic 
standards, they should contact the Head of 
Assessment and Engagement Management 
directly. Should the concern remain 
unresolved, Examiners may - as a final 
recourse - provide a written statement to the 
Vice-Chancellor outlining their concerns. 

Fees and Expenses

6.1  Subject External Examiners will 
normally receive a fee of £400, which 
may be claimed on an annual basis 
following submission of their Annual 
External Examiner Report. This annual 
fee may be increased to £500 where this 
is deemed appropriate by the relevant 
Head of Department, based on a 
projected workload that is significantly 
above the norm. 

6.2  Chief External Examiners will 
normally receive a fee of £400, which 
may be claimed on an annual basis 
following submission of their Annual 
External Examiner Report. Chief 
External Examiners will also receive 
an additional fee of £300 for each 
Assessment Board attended, which 
may be claimed immediately following 
attendance at a Board. 

6.3  Both Subject and Chief External 
Examiners can claim reimbursement of 
all reasonable travel and subsistence 
expenses incurred whilst undertaking 
External Examining duties. 

6.4  In exceptional circumstances, and where 
there is a clear rationale to do so, decisions 
regarding discretionary increments to the 
standard fee may be made by the Head of 
Assessment and Engagement Management 
for programmes in specialised areas or 
professional programmes that require an 
increased fee.

Information and Support for 
External Examiners
7.1  Upon confirmation of appointment, 
Examiners will be provided with the External 
Examiner contract confirming rates of 
payment, period of tenure and institutional 
requirements. 

7.2  The University will provide an 
annual External Examiner induction 
session for those Examiners in their first 
year of tenure. 

7.3  Subject External Examiners will 
be provided with access to definitive 
programme documentation outlining the 
outcomes, content and structure of the 
programme(s) to which they have been 
appointed. 

7.4  All External Examiners will be provided 
with a copy of the relevant set of University 
Assessment Regulations at the start of the 
academic year. Examiners will be updated on 
changes to University regulations, policies 
and structures as required by correspondence 
from the Assessment Standards Team. 

7.5  An annual summary of issues 
raised in External Examiner reports will 
be circulated during the Spring Term of 
each subsequent academic year. 
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