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Nomination for approval of an external examiner 
for a taught programme

This form should be used to propose new appointments. The fully completed form should be forwarded to the relevant Faculty Quality Contact.  It will then be considered by the Faculty Academic Standards and Enhancement Panel.  Please note that the nominee is not an approved external examiner of LJMU until approved by the University External Examiners Approval Panel.

NB: Proposals for extension of appointment, reallocation of or addition to duties for approved external examiners should be made using the Application for Approval for Extension/Addition to Duties forms at: http://www.ljmu.ac.uk/Quality/89961.htm
___________________________________________________________________


1.  Name of nominating LJMU School      
	




2.  Name of nominating partner institution (for collaborative programmes)
	




3.  Details of programme
	Title(s) of award(s)
	Name(s) of programme(s)
	Programme code(s)

	



	
	



4.  Proposed period of appointment
External examiners should normally be associated with four outputs from the programme, normally  from 1 Sept – 31 August inclusive
	From
	To

	month
	year
	month
	year




5.  Name and current employment of nominee
	Surname
	Forename(s)
	Title

	
	
	

	Current post and place of work (if retired please indicate last post, with dates)

	



6.  Examiner to be replaced
		Name
	Place of work

	
	

	Was appointed from
	To

	month
	year
	month
	year




7. Personal details of nominee
The personal information given must match that given in the nominee’s passport
	Home address including postcode*

	

	Phone no.
	Email address

	
	



	Address for correspondence (if different from above) including postcode

	
	

	Phone no.
	Email address

	
	



	Date of birth
	National Insurance number

	
	



	Is a work permit required to work in the UK?                                                   YES / NO  
Note: UK and EU/EEA citizens do not require work permits                                Delete as necessary




8. Is the programme included within the University Academic Framework?                       
Delete as appropriate       YES / NO

9. Module(s)/subject(s) to be examined
Please indicate if modules are single CPDs
	Module code
	Module title
	Credit value
	Estimated no. of students

	



	







	
	




*Home address is only needed if examiners require access to Blackboard (the University’s VLE)





10. External examiner team.  If the nominee will be part of a team, please list the other examiners currently in the team and their appointment and completion dates
	Name of examiner
	Appointed
	Completes

	
	
	

	
	
	

	
	
	




11.  Experience

Current external examiner appointments for university or professional body
	Name(s) of institution(s)
	Programme title(s) and level(s) examined
	Dates of appointment

	





	
	



Experience as external examiner over last five years for university or professional body
	Name(s) of institution(s)
	Programme title(s) and level(s) examined
	Dates of appointment

	





	
	



Other relevant experience as internal examiner over last five years
	Name(s) of institution(s)
	Programme title(s) and level(s) examined
	Dates of appointment

	





	
	




12.  Any current/previous association with LJMU/programme/individual staff/students/the 						partner institution (where relevant), with dates

13. Payment of fees.  The single standard fee of the University will be paid from the central External Examiner Budget unless indicated otherwise below		

			

14. Rationale for approval / statement of support
	Comments from the Programme Leader (for LJMU programmes only)

	




	Comments from the LJMU Link Tutor (for programmes run at partner institutions)

	





Signature/e-signature of Programme Leader/LJMU Link Tutor:

Date:


	Comments from the Lead HE Contact (for programmes run at partner institutions)

	





Signature/e-signature of Lead HE Contact:

Date:




Notes
This application must be accompanied by the nominee’s curriculum vitae, which should include the following information:
· higher education: college(s)/university/ies attended; qualifications gained, with dates
· employment history: posts with dates
· professional qualifications: professional body qualifications, status of membership, with dates
· research and related scholarly/professional/consultancy activity: main activities with particular    reference to last five years; list major publications (books, articles in referred academic or professional journals) with dates
· teaching experience: main areas of teaching responsibilities (if any) over last five years
· if nomination will lead to a total of more than two substantial undergraduate appointments concurrently, or equivalent, please give reasons in support of the nomination in a covering letter. 

A copy of the page from the nominee’s passport showing their photograph and passport number must be submitted with this application.




EXTERNAL EXAMINER APPOINTMENT CHECKLIST

This checklist must be completed and submitted with the application for approval




If the answer is NO to any of the following questions, please provide a written explanation
	
	Is this nomination made at least 6 months before the first formal assessment is due				
	YES / NO*

	Is the appointment for the standard 4 years?		
	YES / NO*

	Does the proposed examiner have previous external examiner experience at the appropriate level?								
	YES / NO*

	Does the nominee have current standing, expertise and 	experience in an appropriate discipline/profession?		
	YES / NO*

	Has every section of the nomination form been completed?		
	YES / NO*


*Delete as appropriate





If the answer is YES to any of the following questions, please provide a written explanation

	Does the nominee already examine on two or more programmes?						
External examiners should not be over extended in their duties and would therefore not be expected to hold more than the equivalent of two substantial undergraduate external examiner appointments.  Cover for more than two programmes may be justified in some circumstances, depending on the numbers of students involved and the external examining team.  Information to support this must be supplied with this form
	YES / NO*

	Does the nominee examine on any other LJMU programmes?		
	YES / NO*

	Has the examiner acted as external examiner on any programme at LJMU?																																									
	YES / NO*

	Does any member of the nominating School act as examiner for the same subject in the institution from which the nominee is drawn?		
	YES / NO*

	Is the nominee from the same institution as any other external examiner connected with the subject area/programme (including the person s/he is replacing)?                     									
	YES / NO*

	Has the nominee been associated with the programme in any other way over the last 5 years?				
	YES / NO*

	Is the nominee employed by or involved with LJMU in any capacity?		
	YES / NO*


		*Delete as appropriate


appendix 5: nomination form for a new examiner
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