	Date received
	     

	Date sent to Committee
	     

	Date approved
	     





	External examiner undergraduate/postgraduate 

extension/reallocation of duties form


	Summary of key points to note when completing the 
extension/reallocation of duties form
· This extension/reallocation of duties form should be used for the approval of an extension of time or a reallocation of duties for a current external examiner to either undergraduate or postgraduate taught programmes. The nomination form should be used to propose new undergraduate and postgraduate external examiners.
· Please complete the form electronically. Use the tab key to navigate from field to field. Do not convert the form to a PDF document in case amendments need to be made.

· The extension/reallocation of duties form along with all internal endorsements should normally be completed and submitted by the end of March for extensions and reallocations due to start in the following academic session. For all forms received after this date, you will be required to provide an explanation for the late submission. Some faculties have an earlier submission date; please check with your Associate Professor Quality (APQ)/Head of Quality (HoQ).

· Provide a rationale in A8 for all extensions and reallocations. Appointments will only be extended in exceptional cases for one further year so please ensure that there is a suitable rationale for the proposal. 
· Ensure all sections are completed. Failure to do this may result in the form being returned which will cause a delay in the appointment process. 
· Once the form has been completed, please email it (with the nominees CV) to the Board Chair/Head of School/Department/Division requesting that they forward the form in an email with endorsement to the APQ/HoQ. In some faculties, the form will need to be sent directly to the APQ/HoQ. 
· The APQ/HoQ will forward the form with the complete email trail to the Quality Officer (External Examiners) in DAQ. Please do not email the form without the internal endorsements attached.
· For validation service programmes, internal endorsement will be required from the collaborative partner from the Curriculum Area Manager (or equivalent), the HE Manager (or equivalent) and the Partnerships Manager (Quality) at DMU. 
· All forms are submitted to the External Examiner and Reviewer Appointments Committee for approval. All business of the appointments committee is carried out via correspondence and therefore nominations can be sent to the committee at any point in the academic year. 

· It is important to note that an external examiner cannot be considered to have had their duties extended or reallocated until the Board Chair/Head of School and programme leader have been formally notified by DAQ that the examiner has accepted the changes.
· De Montfort University (DMU) regards lawful and correct treatment of personal information as very important to successful operation and to maintaining the confidence of those with whom it deals. The organisation treats personal information lawfully and correctly. To this end, DMU requires all employees to adhere to the principles of data protection as enumerated in the Data Protection Act 1998 and in its policy on Data Protection as found here: http://www.dmu.ac.uk/documents/about-dmu-documents/quality-management-and-policy/information-security/policies/data-protection-procedure-2013.pdf. The university will, through appropriate management, adopt the strict application of criteria and control, observe fully conditions regarding the fair collection and use of information.


	Title and full name of external examiner:
	     


	Section A – Faculty, assessment board and programme details 

(to be completed by the faculty)


	Use the tab key to navigate from field to field. Do not convert the form to a PDF document in case amendments need to be made.


	A1 – Programmes currently being examined

	Please provide an accurate list of the main programmes (including programme codes, not course codes) that the external examiner is currently associated with. If you have this information available but in a different format, please attach to the email. It is acknowledged that nominees may not have full responsibility for all programmes listed; however, they are required to take an overview of these programmes. 

	Programme code (not course code)
	Full programme name (including award)

	


	     


	A2 - Extension of time

	Extensions are typically for one year and will only be approved with a strong rationale.  Please ensure that the tenure date covers the assessment period at the end of the appointment.

	Is this an extension of time?
	Yes                                  No 
If yes continue completing A2, if no go to A3.

	Original appointment start date: 
(DD/MM/YYYY)
	     

	Original appointment end date: 
(DD/MM/YYYY)
	     

	Extension start date: (DD/MM/YYYY)
	     

	Extension end date: (DD/MM/YYYY)
	     


	A3 - Reallocation of duties

	Is this a reallocation of duties?
	Yes                                  No 
If yes continue completing A3, if no go to A8.

	Is this an additional appointment with a separate fee and report?
	Yes                                  No 


	If yes, please state how much for the additional duties? See DAQ website for the standard fees
	     

	Has this been agreed with the budget holder?
	Yes                                  No 

	Please list the main programmes to be added to the external examiner’s duties. If you have this information available but in a different format, please attach to the email.

	Programme code (not course code)
	Full programme name (including award)

	     
	     

	Original appointment start date:
(DD/MM/YYYY)
	     

	Original appointment end date:

(DD/MM/YYYY)
	     

	Reallocation of duties start date: (DD/MM/YYYY)
	     

	Reallocation of duties end date: (DD/MM/YYYY)
	     

	Chair of Board of additional programme:
	     

	Month in which main assessment board is held:
	     

	Month in which annual report is due (within a month after the main assessment board):
	     

	Programme/subject leader of additional programme:
	     


	A4 – Collaborative partners – for reallocation only

	A change in duties may mean that the external examiner is now associated to a collaborative partner.

	Will the external examiner be responsible for modules/programmes delivered at collaborative partners?
	Yes                                   No 
If yes, continue completing A4. If no, go to A5.

	If yes, please specify which programmes at which partners:
	Collaborative partner
	Programme

	
	     
	     

	
	     
	     

	
	     
	     

	Will the external examiner be expected to travel to a collaborative partner in the UK?
	Yes                                          N/A                                  No 


	Will the external examiner be expected to travel to a collaborative partner overseas?
	Yes                                          N/A                                  No 



	A5 – Details of existing external examiner appointments to the board – for reallocation only

	A change in duties may mean that the external examiner is associated to a different or additional assessment board to the original nomination. 

	Are any current external examiners associated to the board from the same place of employment as the nominee?
	Yes                                  No 
If yes, continue completing A5. If no, go to A6.

	Existing external examiner/s name
	Appointment start and end date
	Faculty/School/Department

	     

	     
	     


	A6 – Reciprocal arrangements – for reallocation only

	A change in duties may mean that a reciprocal arrangement is generated between the external examiner and a member of DMU staff.

	Have any members of staff from DMU (or collaborative partners) acted as external examiners in the nominees department in the last five years?
	Yes                                  No 
If yes, continue completing A6. If no, go to A7.

	If yes, please give further details including the external examiners name, subject area and approximate appointment dates:
	     


	A7 – Professional Statutory and Regulatory Bodies (PSRB) – for reallocation only

	Are any of the programmes listed in A3 associated to PSRBs?
	Yes                                   No 
If yes, continue completing A7. If no, go to A8.

	If yes, please specify the PSRBs and the programmes:
	PSRB
	Programme

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     


	A8 – Rationale for proposal 

	Please provide a full rationale for the extension of time or reallocation of duties. Appointments will only be extended in exceptional cases for one further year so please ensure that there is a suitable rationale for the proposal.

	     



	A9 – Reason for late submission

	If the extension/reallocation of duties form has been submitted after the deadline at the end of March, an explanation for the late submission must be provided. If the submission is not late, please go to A10.

	     



	A10 – Consultation with external examiner

	Has the external examiner been consulted regarding the changes to appointment?
	Yes                                   No 
If no, please contact the external examiner to ensure that the changes are acceptable. 


	Section B – Details of external examiner 

(to be completed by the nominee or faculty)


	B1 – Contact details

	Address:
	     

	Postcode:
	     

	Telephone number:
	

	Email address:
	     


	B2 – Employment details

	Details of the current employer including the position held and dates.

	     


	B3 – Current external examiner appointments

	Since the original nomination, the nominee may have taken on additional external examiner appointments.

	Does the nominee have any current external examiner appointments?
	Yes                                   No 
If yes, please list them below. 

	Institution
	Programme (including level)
	Appointment dates

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	If the proposal will lead to a total of more than two substantial examinership appointments concurrently please give further details. This should include the volume of work associated with each examinership.

	     



	Section C – Endorsements and authorisation 

(to be completed by the faculty)


	Please check the following before gaining internal endorsement:
	

	Does the tenure date cover the assessment period at the end of the appointment?
	Yes              No  

	If the proposal will lead to a total of more than two substantial examinership appointments concurrently or equivalent, has a note been included in the rationale that indicates wherever possible the volume of work associated with each examinership and the justification for the appointment?
	Yes        N/A        No  

	Has an appropriate rationale been completed?
	Yes              No  

	Has the form been completed fully? Failure to complete all sections fully will result in this form being returned and a delay will occur in the appointment process.
	Yes              No  


	Completed by (print name and role title):
	     

	Once the form has been completed, please email it (with the nominees CV) to the Board Chair/Head of School/Department requesting internal endorsement and the completion of the section below. In some faculties, the form will need to be sent directly to the APQ/HoQ. Ensure that you are aware of your individual faculty procedure.


	Declaration and approval by Board Chair/Head of School/Department

	Please confirm that the faculty has paid due regard for PSRB requirements where relevant:
	Yes                                   N/A                                    No  

	Please provide an email approving the extension/reallocation of duties and then forward onto the APQ/HoQ.


	Approval Process

	· The APQ/HoQ will forward the complete email trail with the form attached to the Quality Officer (External Examiners) in DAQ. Please do not email the form without the internal endorsements attached.
· For validation service programmes, internal endorsement will be required from the collaborative partner from the Curriculum Area Manager (or equivalent), the HE Manager (or equivalent) and the Partnerships Manager (Quality) at DMU.
· DAQ will send the form to the External Examiner and Reviewer Appointments Committee for approval.
· It is important to note that an external examiner cannot be considered to have had their duties extended or reallocated until the Board Chair/Head of School/Department and programme leader have been formally notified by DAQ that the examiner has accepted the changes.


Louise Newell | Quality Officer (External Examiners/Awarding Bodies) | Department of Academic Quality | lnewell@dmu.ac.uk 
S:\DAQ\External Examiners\Proformas & letter templates\Appointment Nom & Ext Proformas\UG PG Ext.Reall form Nov 17
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