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Application and Statement of Eligibility for the role of
External Examiner at St Mary's University

The Role of the External Examiner at St Mary’s University
External Examiners play a vital role in maintaining and enhancing the standards of programmes. You will be helping to ensure standards and practices are comparable to those of your own institution, congruent with those of the sector, and comply with the QAA Quality Code. This is carried out via consideration of assessed work, attendance at Programme Examination Boards, and completion of an External Examiner report following the final Examination Board you attend for each year. 
Completing this form

This form, and nominee’s CV, will be submitted for approval to the Faculty Quality, Curriculum and Student Experience Committee (QCSE) along with a Nomination Form completed by the Faculty / Institute concerned.  The QCSE will wish to see in particular:

· your experience in teaching and assessment, and/or professional practice, relevant to the programme(s) for which the appointment of External Examiner is being considered;

· your experience of programme/curriculum design and/or leadership, and familiarity with quality assurance procedures. Note that the QCSE recognises experience of this will vary, and nominees without extensive experience in this area may still be appointed to a team of external examiners with relevant aggregate experience.

NB: the QCSE will not normally accept nominees (i) with two existing current external examining roles, (ii) from non-UK institutions, (iii) who have retired from full-time work in higher education, (iv) who are employed at an institution where more than one current St Mary’s External Examiner is already in post, (v) who are employed at the same department at the same institution as any current St Mary’s External Examiner already in post. Please may you append your CV to this form.
1. NAME & CONTACT DETAILS

	Title and Full Name:


	St Mary’s Programme for which you are being nominated:

	
	

	Email address:
	Telephone contact:

	
	


2.
EMPLOYMENT HISTORY

	Current/most recent employment

	Institution/Organisation:
	

	Department within Institution/Organisation:
	

	Post held:


	

	Dates from/to:


	

	Summary of duties - NB: please refer explicitly to teaching and assessment and/or professional practice relevant to the St Mary’s programme, any experience of programme/curriculum leadership and design, and any involvement in QA procedures (this could include annual monitoring, validation processes/programme reviews):

	


	Other previous employment (most recent first), summarising all relevant experience as above:



	


	Please state any other External Examiner posts currently held:



	


3. EDUCATION/QUALIFICATIONS

	Please list all FE/HE and professional qualifications:

	


4. RESEARCH, EVENTS AND PUBLICATIONS

	Please summarise research, conference papers and any other relevant activity not covered above:

	


	Indicative/selective publications:

	


5.  PREVIOUS ASSOCIATIONS WITH ST MARY’S UNIVERSITY 
	Please state any prior association with St Mary’s University, with details and dates:

	


6. STATEMENT OF ELIGIBILITY

To assist St Mary's University with its Quality & Standards procedures, we should be grateful if you would read the following and sign the declaration below.

This is to draw your attention to St Mary's eligibility criteria for appointment as External Examiner and, by so doing, for you and St Mary’s to ensure your eligibility for this role. St Mary's regulations on eligibility are consistent with the guidance offered by the QAA’s Quality Code as it applies to External Examining.
Criteria for Appointment as External Examiner

The following statements are taken from St Mary's Regulations for External Examining and apply to programmes of study leading to a first degree, a higher degree by examination and/or dissertation, or a diploma or certificate of the University.

No person shall be eligible to hold an appointment as External Examiner if the appointee: 

(i) teaches on the programme of study to which he/she is being considered for appointment;
(ii) holds a teaching or other appointment of the University or has held such an appointment within five years prior to the date of commencement of the proposed appointment as external examiner;

(iii) is a close relative of a member of the programme team or of a student, or has an association with the nominating programme which could compromise his/her role and independence as external examiner;

(iv) has served as External Examiner for the same programme within the previous four years (Regulation 5 refers);

(v) already holds two or more concurrent appointments as an External Examiner.

NB: all successful nominees may subsequently be nominated as External Examiner to one of the University Examination Boards as well as the relevant Programme Examination Boards.
DECLARATION
I have read the criteria for the appointment of External Examiner and, to the best of my knowledge and belief, confirm that I am eligible for such appointment and am able and available to undertake the work and submit an annual report within the required timescale. I confirm that the information given above is accurate.
Name (CAPITAL LETTERS):

Signature: (please sign)
Date:   
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