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Description: 

Whilst taking into account the regulations of partner Universities, this code of practice makes clear the 

practices and processes that must be adopted in relation to the Board of Examiners and External Examiners. 

The code of practice reflects the TEC Partnership’s commitment to ensuring governance over academic 

standards and that judgments relating to results and awards are carried out with rigour, fairness and 

probity. The Code of Practice is not at any point intended as a substitute for the regulations of awarding 

institutions; in every instance the TEC Partnership fully acknowledges such organisations as the governing 

body responsible for the appointment, approval and oversight of matters relating to its external examining 

processes. However, this Code of Practice is intended to enhance established regulations and make explicit 

the rights and responsibilities of all those involved in the external examining process within the TEC 

Partnership. 

 

 

 

If you need any further advice on how the regulations work, you should contact the HE Quality Office. 

 

HE Quality Office heqa@tecpartnership.ac.uk 

 

Rm: 0H02 (01472) 311222 

 

This document is available in alternative forms 

 

Version Change 

1.0 New 

1.1  Removal of reference to GIG and replacement with TEC 

Partnership 

Updating of job roles 

Addition of processes for non-attendance of external examiners at 

exam board 

Change of Deliberative Committee titles 

Inclusion of Removal of EE contract 

1.1.1  Addition of text regarding TDRM 

1.1.2 Clarification of Assessment Task Proforma 

Change of Awarding power from GIFHE to TEC Partnership 

HE06O to be used where EEs cannot attend 

1.1.3 Adoption by ERC 

Creation of an Annex to show where specific procedures are used 

across specific sites 
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1.0 Introduction 

 

1.1 This Code of Practice makes clear the TEC Partnership’s expectations regarding administrative conduct 

and preparation leading up to and upon completion of a board of examiners. It also builds on the regulations 

and policies set by awarding institutions and/or partner Higher Education institutions (HEIs) that govern 

matters relating to the External Examiners process at the TEC Partnership. These awarding institutions 

and/or partner HEIs include: 

 

i) TEC Partnership 

ii) University of Hull 

iii) Huddersfield 

iv) Pearson Edexcel 

v) and awarding body where TEC Partnership staff must manage exam boards. 

 

1.2 As TEC Partnership works in partnership with numerous awarding bodies, variable terms may be used 

to describe a board of examiners. Within this Code the term ‘board of examiners’ is used to describe any 

board with a remit for confirming module marks for student output and/or the progression of students 

between stages and/or the determination of award classifications. 

 

1.3 The Code has been developed as a result of the TEC Partnership’s own review processes and analysis 

of key sources such as external examiner reports. 

 

1.4 The Code is underpinned by the following key principles. 

 

i) Rigour, probity and fairness 

ii) Timeliness 

iii) Coherency 

iv) Accountability  

v) Consistency 

vi) Accuracy 

vii) Confidentiality 

 

1.5 The Code applies to the range of processes leading up to, including and upon completion of a board of 

examiners. These include: 

 

i) the setting of pre-board and board of examiners dates 

ii) the nomination of a secretary responsible to a board of examiners; 

iii) the preparation of reports, results grids, agenda and minutes; 

iv) timescales; 

v) minuting of board of examiners’ meetings; 

vi) accuracy and availability of records; 

vii) confidentiality and data protection; and 

viii) production of results letters and transcripts. 

 

1.6 The Code, whilst existing in its own right, aligns itself with institutional and other relevant codes and 

regulations including those belonging to partner awarding bodies. 

 

1.7 The Code does not take into account matters relating to the jurisdiction or operation of boards of 

examiners which must at all times operate within the regulatory framework of the relevant awarding body. 

 

1.8 Any queries relating to boards of examiners should be referred to heqa@tecpartnership.ac.uk.  

mailto:heqa@tecpartnership.ac.uk
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2.0 Exam Boards and Student Assessment and Award Data 

 

2.1 The process for managing assessment boards at Grimsby, Scarborough and for all TEC Partnership 

awards no matter where delivered are listed in Annex 1. 

 

2.2 It is the responsibility of each college’s SMT, where not following the processes listed in Annex 1 to 

maintain records of student enrolments, assessments and outcomes in accordance with the awarding body 

regulations and for reporting to the Office for Students or the Designated Data Body. 

 

2.3 Records of awards given via transcripts should be kept by any college not following the processes 

described in Annex 1.  These should be stored so that students can request copies of these for 125 years.    

 

3.0 Purpose and Function of External Examiners 

 

3.1 In common with awarding institutions and partner HEIs, the TEC Partnership recognises in every 

instance the functions of the External Examining process as defined by the QAA. External Examining 

processes assist the TEC Partnership in ensuring that: 

 

i) threshold academic standards of each award and its component parts is set and maintained at the 

appropriate level; 

ii) standards of student performance are properly judged against the appropriate level; 

iii) academic standards and the quality of the student experience are properly judged against relevant 

external reference points such as the components of the UK Quality Code for Higher Education including 

the framework for higher education qualifications, and/or the requirements of professional, statutory and 

regulatory bodies (PSRB); 

iv) assessment process measures student achievement appropriately against the intended outcomes of the 

programme, and is rigorous, fairly operated and in line with the awarding institution's regulations and 

policies; 

v) the TEC Partnership is able to compare the standards of programmes it delivers with those of other 

higher education or similar institutions, though their content may vary; and 

vi) good practice is captured and disseminated. 

 

4.0 Appointment of External Examiners, Rights and Responsibilities 

 

University provision  

4.1 The appointment period and External Examiners role is defined and regulated by the relevant awarding 

institution and/or partner HEI. Programme teams within the TEC Partnership should in every instance refer 

to the awarding institution/partner HEI’s regulations or policies appertaining to external examiners for 

further information. 

 

TEC partnership provision, criteria and process for appointment  

4.2 The appointment period and External Examiners role is defined and regulated by the TEC Partnership 

in accordance with QAA requirements. 

 

4.3 Nominations for the appointment of External Examiners reports must be received by the HE Quality 

Officer on the proposal form (HE06H). 

 

4.4 The nomination for the appointment of an External Examiner will be considered and approved by the 

TEC Partnership Academic Authority and Standards Senior Committee (AASSC). This ‘approvals process’ 
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includes consideration of appropriate documentation/ evidence in support of the nomination. All decisions 

must be based upon principles of integrity and objectivity and judged against the TEC Partnership criteria 

for the approval of External Examiners. 

 

4.5 Any nomination for an External Examiner appointment must be able to satisfy the following criteria. 

 

i) Academic, currently teaching and where appropriate other professional expertise, experience and 

qualifications appropriate to the award being examined, with both level and the subject(s) of those 

qualifications generally matching those to be examined. 

ii) The External Examiner is able to command ‘respect’ which may be demonstrated through academic 

expertise and/or professional achievement. 

iii) The External Examiner has expertise and experience in assessment at the appropriate level. If the 

nominee has no previous external examining experience, s/he will be expected to have extensive internal 

examining or other relevant experience. 

iv) The External Examiner is ‘impartial’ which may be demonstrated through no prior involvement with the 

TEC Partnership during the last five years. 

v) The incoming External Examiner must not be from the same institution as the outgoing External 

Examiner. 

vi) The External Examiner can satisfy any requirements laid down by relevant professional, statutory or 

regulatory bodies where appropriate. 

vii) The External Examiner must not normally hold more than two external examiners appointments for 

taught programmes at the same time. 

 

4.6 Where an External Examiner fails to attend a board of examiners without the prior approval of the 

Chair, provides false information, fails to produce written reports or fails to act in accordance with this Code 

of Practice, the TEC Partnership reserves the right, with four weeks’ notification, to withhold payment of 

fees or terminate the appointment. 

 

5.0 Communication with External Examiners  

 

5.1 For External Examiners on TEC Partnership awards the HE Quality Office will issue the following to an 

External Examiner upon approval of their appointment to their position. 

 

i) Letter of Engagement for Service as an External Examiner (HE06I) for signing and return to the HE 

Quality Office. 

ii) Reply slip (HE06J) for signing and return to the HE Quality Office. 

iii) Information regarding their role and remit (HE06K). 

iv) Information on payment and expenses (HE06L). 

 

5.2 Whilst all External Examiners will receive information regarding their role and remit from the awarding 

institution and/ or partner HEI, the TEC Partnership’s HE Quality Office must also ensure all External 

Examiners receive a welcome and orientation to the TEC Partnership. This will include: 

 

i) an introduction to the TEC Partnership’s HE Quality Office; 

ii) a copy of the TEC Partnership’s boards and committee structures; 

iii) a copy of the TEC Partnership’s structures and its portfolio of programmes; and 

iv) how to access the TEC Partnership’s handbook for quality and standards. 

 

5.3a The Degree Compliance Officer must also ensure that External Examiners on appointment are sent 

copies of the validation document 
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5.3b The academic team must ensure that External Examiners on appointment are; 

 

i) sent copies of programme and module handbooks and the Assessment Task Proformas; 

ii) provided with marking schemes/criteria; 

iii) sent a copy of any external PSRB requirements (if applicable); 

iv) provided with dates for forthcoming examination and assessment deadlines and dates for boards of 

examiners meetings; and 

v) clearly communicated with to establish and ensure agreement over how arrangements will occur for 

matters relating to the External Examining process such as receipt and return of student assessment, 

attendance at boards of examiners. 

 

5.4 The TEC Partnership’s HE Quality Officer is responsible for maintaining a live register of External 

Examiner appointments. This must include: 

 

i) the External Examiner’s name and home institution (if applicable); 

ii) programme(s) and/or modules of responsibility and awarding institution; 

iii) date of appointment; 

iv) length of period of appointment; 

v) date of receipt of the External Examiners Report; and 

vi) date of School/programme leader’s response to the External Examiner’s Report. 

 

6.0 External Examiners and Assessment Procedures 

 

6.1 For University provision, the External Examiner’s role in relation to assessment is defined by the 

awarding institution and/or partner HEI. 

 

6.2 For TEC Partnership’s provision External Examiners and staff within the TEC Partnership must comply 

with expected roles and responsibilities as defined in HE06I. 

 

6.3 In every instance the External Examiner must see and approve the form and content of all summative 

assessment’s tasks/briefs including the module handbook on form HE09A (Assessment Task Proforma), 

before assessment tasks/briefs are published to the student.  

 

6.4 In addition, prepared examination papers must in every instance be seen and approved by an External 

Examiner before release to any student. 

 

6.5 External examiners must be invited, and are expected, to attend where practicable all relevant Module 

and Programme Boards being given sufficient notice of the dates of meetings.  Where attendance is not 

possible the HE06O must be returned within 7 days of receipt from the secretary. 

 

7.0 Receipt of External Examiner Reports 

 

7.1 All External Examiner reports must be initially received from the awarding institution and/or partner 

Higher Education Institution via the TEC Partnership’s HE Quality Office. If in any instance the External 

Examiner’s report is sent directly to the programme team or TEC Partnership faculty, this must be forwarded 

to the TEC Partnership’s HE Quality Office without delay. 

 

7.2 TEC Partnership programme External Examiner reports must be completed on form HE06M. 

 

7.3 TEC Partnership External Examiners must submit their report by 31st August of the academic year in 

question.   
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7.4 All External Examiner’s reports must be scrutinised by the Academic Registrar and HE Quality Officer 

and an institutional analysis produced by October of the following academic year.  

 

7.5 The institutional analysis will be reported on via the TEC Partnership’s annual Quality Enhancement 

Report. Institutional governance of themes and trends arising from External Examiners reports will be 

reported and considered at the TEC Partnership’s Academic Authority and Standards Senior Committee 

(AASSC) and reported through to the HE Oversight Committee.  

 

7.6 Full and serious consideration in all instances will be given by the TEC Partnership to the comments and 

recommendations contained within External Examiners' reports and the outcomes arising from those 

comments. Planned actions and outcomes will be recorded at institutional level in the Quality Enhancement 

Report, at school level in Self Evaluation and Enhancement Documents and at programme level within the 

annual programme monitoring report. 

 

8.0 External Examiner Reports and Quality Enhancement 

 

8.1 External Examiners' reports must be circulated to the managers of the programme teams. 

 

8.2 External Examiners' reports must be circulated to all staff responsible for teaching, learning and 

assessment on the relevant programme and be discussed at programme team meetings which will normally 

be before the start of the next academic year to allow appropriate planning and to ensure enhancement 

led activities inform the quality and standards agenda.  

 

8.3 Student groups must be made aware of how to access the relevant External Examiners' report and 

where practicable, external examiners reports should be discussed with students in student engagement 

meetings.  

 

8.4 The name, position and institution of External Examiners must be included in programme handbooks 

provided to students. 

 

8.5 The programme leader must respond to all External Examiners' reports in written format as defined by 

the awarding institution or within six weeks of its receipt for TEC Partnership and Pearson provision. This 

should normally include a letter of acknowledgement and details of how External Examiner comments have 

been or will be acted upon. Comments may include details of the programme teams’ response to the 

External Examiner's comments and any planned actions for enhancement of quality and standards. 

 

8.6 Responses must be copied to the TEC Partnership’s HE Quality Officer heqa@tecpartnership.ac.uk. 

 

8.7 External Examiners' reports must also be discussed with PSRBs in instances where External Examiners' 

comments/reports may be requested or are relevant. 

 

8.8 External Examiners reports must, in every instance, be used to share good practice with other 

programme teams. 

 

9.0 Termination of External Examiner Contract  

 

9.1 The Academic Authority and Standards Senior Committee (AASSC) has delegated powers to terminate 

the contract of a TEC Partnership external examiner under the following conditions: 

 

9.1.1 The external examiner has failed to provide their annual report; 
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9.1.2 The external examiner has ceased to make contact with TEC partnership for a significant period of 

time; 

 

9.1.3 The external examiner no longer teaches in a UK Higher Education institution; 

 

9.1.4 Information comes to light which could call into question their impartiality. 
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Annex 1 – Exam Board Processes Applied to Grimsby, Scarborough and all TEC Partnership 

Validated Awards 

 

Preparation of Reports, Results Grids and Relevant Documentation 

 

 

1.1 The HE Management Information Systems team (HE MIS) must ensure careful and timely preparation 

of reports, results grids and relevant documentation required for a board of examiners. 

 

1.2 The Degree Compliance Officer must nominate a HE Data Administrator to support the administration 

of the boards of examiners and take in to account: 

 

i) the number of boards of examiners within their remit of responsibility. 

ii) the dates relevant boards of examiners are scheduled to convene. 

iii) the dates pre-boards are scheduled to convene. 

 

1.3 The HEQA team should develop a calendar of scheduled boards (and other meetings and deadlines) at 

the start of each academic year. 

 

1.4 Before the start of the academic year, the academic calendar must identify the dates by which all 

student results should be entered into the recording system, commonly referred to as grade lock. 

 

1.5 The Degree Compliance Officer will be responsible for liaising with the partner universities regarding 

confirmation of board of examiners’ dates. The HE Data Administrators will be responsible for liaising with 

the external examiners and TEC Partnership teaching teams, providing board of examiners’ dates for the 

academic year and to invite them to boards. A record of acceptance or apology for external examiners must 

be logged on the Invite Tracker located on SharePoint. 

 

1.6 HE MIS must use the definitive validation/approvals document for preparing results grids and relevant 

documentation; such a process will require HE MIS to annually collect the latest version of all relevant 

validation/approval’s documents being mindful of any minor or major amendments that may have been 

made to the programme during each academic year. Where a module requires all assessments to be passed 

this must be clearly shown on the relevant module grid. 

 

1.7 Student names must not appear on the agendas and minutes and must be shown as student numbers 

in line with GDPR. 

 

1.8 HE MIS should refer to the formal notification provided by TEC Partnership’s HE Quality Office 

throughout the year for outcomes of Accreditation of Prior Learning and academic misconduct before 

entering information onto the management information system; any queries should be addressed to the 

department in a timely fashion. 

 

1.9 The programme leader must ensure that a curriculum report for each programme, including relevant, 

accurate and reliable information is provided and/or confirmed to HE MIS annually. This includes details of 

the: 

 

i) full programme title; 

ii) accurate module titles; 

iii) module credits; 

iv) module levels; 
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v) numbers of assessments per module and type i.e. case study, essay; 

vi) assessment weighing; 

vii) the requirement to pass a specific element in order to pass the module overall; and 

viii) module tutors. 

 

1.10 HE MIS must triangulate any information provided by a programme leader/module tutor to information 

from relevant validation/approvals documents. Any anomalies must be raised and rectified with the module 

tutor and chair of the board prior to a board of examiners convening.   

 

1.11 Programme leaders/module tutors must enter on to the management information system a timely, 

exact, accurate and complete list of student results for each assessment taken within each module. 

Aggregate results should not be calculated by the module tutor. 

 

1.12 HE MIS is not responsible for ensuring student results provided for a board of examiners is complete 

in instances where a programme leader/module tutor fails to provide requested results in the first instance. 

 

1.13 Should a programme leader/module tutor fail to respond to a HE MIS direct request to provide timely 

and complete student results, HE MIS must immediately report the delay or omission to the relevant 

Curriculum Manager, Associate Principal (or equivalents) and chair for immediate action. 

 

1.14 In the event of a chair’s action the Degree Compliance Officer will complete a chair’s action form 

(HE06A) with the reason for the amendment(s), chair’s signature and HEQA signature. This will be sent HE 

MIS to complete a new results grid; this will be signed by the chair and external examiner. This process 

will be tracked on the chair’s action tracker on SharePoint. These chair’s actions will then be added to the 

next board of examiners agenda by the secretary to the board. 

   

 

2.0 Timescales 

 

2.1 Results grids must be prepared and completed by HE MIS prior to a board of examiners convening.  

 

2.2 Results grids will be prepared before a scheduled board of examiners to allow faculties to convene a 

pre-board; HE areas should operate pre-boards as a process through which to ‘iron out’ any procedural 

errors, difficult cases, omissions or inconsistencies in the presentation of results grids before a formal board 

convenes.  

 

2.3 In respect of University of Hull provision, the HE Data Administrators must liaise with the relevant 

University Faculty Administrator to ensure that information regarding students being presented to the board 

of examiners is forwarded prior to the board. 

 

3.0 Accuracy and Availability of Records 

 

3.1 HE MIS and HE Data Administrators must keep clear and appropriate records relating to any board of 

examiners. Clear and rigorous record keeping permits TEC Partnership to assure itself that: 

 

i) it is operating consistently with the framework of relevant codes, polices, regulations and PSRB 

requirements 

ii) it is able to recall and inform itself of relevant details in the advent of complaints and/or appeals. 

 

3.2 Records within the confines of this code include: 
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i) provisional results grids; 

ii) approved results grids; 

iii) Attendance list (HE06B); 

iv) board agendas (HE06C) adhering to the standard format as defined by the relevant awarding body; 

v) provisional and a full set of approved minutes of board of examiner (HE06D) proceedings (adhering to 

the standard format as defined by the relevant awarding body); 

vi) Signed Confirmation of Endorsement and Attendance form (HE06O)   

 

3.3 HE Data Administrators must ensure they arrive at the meeting venue at least 20 minutes prior to the 

board start time. To ensure the room is set appropriately, the computer and projection screen are on with 

relevant grids opened and that paperwork is ready to be distributed. 

 

3.4 HE Data Administrators must ensure that upon the collation and preparation of relevant material, 

sufficient copies are available for all members prior to the start of board of examiners meeting. Below is a 

checklist of what should be provided for each member. Previous exam board minutes will be shown on the 

smartboard. 

 

i) Chair - module and programme agenda and a full set of all module and progression grids relevant to the 

board. 

ii) External Examiner - module and programme agenda and a set of module and progression grids relevant 

to the external examiner (Confirmation of Endorsement and Attendance form (HE06O)). 

iii) Programme Leaders - module and programme agenda and a copy of Progression grids relevant to the 

programme leader and module grids of any taught modules. 

iv) Module Tutor - module and programme agenda and a copy of module grids relevant to the module tutor. 

v) All other members should have a module and programme agenda.  

    

3.5 HE Data Administrators must ensure that records of all decisions and any revisions to results made 

during a board of examiners meeting are accurately recorded. 

 

3.6 HE Data Administrators must ensure that, upon the completion of a board of examiners: 

 

i) results are signed by the chair, external examiner and nominated University representative at the time 

of the board. In the absence of an EE paperwork must be emailed within 24 hours of the board; 

ii) Confirmation of Endorsement and Attendance forms (HE06O) are signed by the External Examiners; 

iii) Confirmation of Endorsement and Attendance forms (HE06O) are sent to absent External Examiners for 

their signature within 24 hours of the board or before if known; and   

iv) minutes are prepared within 10 working days of the board and sent to HEQA for the Degree Compliance 

Officer and Chair to audit. 

 

3.7 Electronic records for example results, transcripts and minutes must be kept indefinitely. These should 

be saved in the HE Results Folder located on SharePoint. 

 

3.8 The HE Data Administrators must complete the Exam Board Tracker to confirm each stage of the board 

of examiners procedure, to ensure timeliness and completeness of paperwork. 

 

3.9 The Degree Compliance Officer will be responsible for checking the process is being adhered to and 

recorded as set out. 

 

 

4.0 Confidentiality and Data Protection 

 



HE06 Board of Examiners and External Examiners v1.1.3 12 

4.1 HE MIS and the HE Data Administrator are responsible for preparing and/or ensuring the maintenance 

of appropriate records for a board of examiners respect absolute confidentiality at all times by following 

GDPR. 

 

4.2 Where ICT is used to project results onto a screen during a board of examiners meeting, HE Data 

Administrators must ensure that results are not visible to students or third parties for example, through 

windows or glass doors. 

 

4.3 No copies of records from a board of examiners must be retained by any member. Upon completion of 

a board the HE Data Administrator must collect all records from other members, leave no evidence in the 

vacated room where a board has convened and shred records no longer needed. 

 

4.4 Details of results and decisions confirmed during a board of examiners must not, without a chair of the 

board giving prior permission within the framework of awarding body regulations, be disclosed to any 

student or third party. Students will receive their transcripts via Pro-Portal. 

 

4.5 Board of examiners’ records must be filed for record keeping with reference to the programme and/or 

board and not any individual(s) discussed or considered. Grids must be filed by programme and minutes 

must be filed by board. 

 

4.6 Disclosure of results must occur in accordance with the relevant awarding body regulatory framework, 

within the provisions of the GDPR and not over the phone. 

 

4.7 HE MIS and HE Data Administrators must ensure that disclosure of approved results and decisions do 

not result in the disclosure of sensitive information relating to the privacy of students. This refers to results, 

transcripts and minutes. Examples of sensitive information includes matters such as mitigating 

circumstances, academic misconduct, professional unsuitability and disciplinary matters. 

 

4.8 All enquiries relating to access to any boards of examiners’ records by a student or third party must be 

referred to TEC Partnership’s HE Quality Office. 

 

4.9 All signed papers must be scanned and saved in the HE Results SharePoint folder as soon as practicably 

possible and all paper copies shredded. 

 

4.10 Students must be referred to by student number throughout the boards, results grids, agendas and 

minutes. 

 

5.0 Production of Results Letters and Transcripts 

 

5.1 TEC Partnership must ensure that information provided to students across its programmes of higher 

education provision via results letters and transcripts, is consistent and accurate. 

 

5.2 The format and presentation of results letters and transcripts must be approved by TEC Partnership’s 

HE Quality Office who will work within the framework and requirements of awarding body regulations. A 

Terminology Guide is available for secretaries to the boards to use when completing minutes. This must be 

used at all times to ensure consistency. 

 

5.3 All results letters and transcripts prepared by HE MIS must be approved by TEC Partnership’s HE Quality 

Office prior to release. 
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5.4 Where anomalies are reported the HE Quality Office will contact HE MIS and a new transcript produced 

where appropriate. 

 

5.5 Where partner institutions require oversight of transcripts, the Degree Compliance Officer, following 

internal moderation, must send relevant batches of transcripts to the associated partner’s Quality 

departments. 

 

5.6 Transcripts will be made available to students online via Pro-Portal. HE Data Administrators/HE Quality 

Office staff will be responsible for printing only the final transcripts which will be given to students at 

graduation or via the post.  
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Course  
Level  
Change affecting 
(Delete as appropriate) 

Module / Progression / Both 

Validating partner  
Date of Chairs Action  
Name of Chair  
Signature of Chair  

 
HEQA signature  
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Partner 
Institute 
Number 

TEC 
Student 
Number 

Surname Forename Original 
Decision / 

Result 

New Decision / 
Result 
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Course  
Level  
Change affecting 
(Delete as appropriate) 

Module / Progression / Both 

Validating partner  
Date of Chairs Action  
Name of Chair  
Signature of Chair  

 
HEQA signature  

 
Rationale 
 

Partner 
Institute 
Number 

TEC 
Student 
Number 

Surname Forename Original 
Decision / 

Result 

New Decision / 
Result 

      

      

      

      

      

      



 

 

 

 

 

 

Chairs Action Request Form 

 

 

 

 

 

Course  
Level  
Change affecting 
(Delete as appropriate) 

Module / Progression / Both 

Validating partner  
Date of Chairs Action  
Name of Chair  
Signature of Chair  

 
HEQA signature  

 
Rationale 
 

Partner 
Institute 
Number 

TEC 
Student 
Number 

Surname Forename Original 
Decision / 

Result 

New Decision / 
Result 

      

      

      

      

      

      



  

                                                 
              

 
Attendance List  

(Mid-Year/Summer/Re-sit) Module Assessment Board 
 

Faculty (Health & Social Care Sciences) 
(Programme/s) held on DATE at TIME in ROOM 

 
 

Print Name Title/Role Signature 
 
 

 
Secretary to the Board 

 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

 
 

 

 
 

  

 
 

  



 
                        

 
                                                       

  
 

Attendance List 
(Mid-Year/Summer/Re-sit) Progression & Award Board 

 
Faculty (Health & Social Care Sciences) 

(Programme/s) held on DATE at TIME in ROOM 
 

 
Print Name Title/Role Signature 
 
 

 
Secretary to the Board 

 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

 
 

 

  
 

 

 
 

  



                           
 
 
 
 

(Mid-Year/Summer/Re-sit) Attendance List  
 

Faculty (Health & Social Care Sciences) 
(Programme/s) held on DATE at TIME in ROOM 

 
 

Print Name Title/Role Signature 
 
 

 
Secretary to the Board 

 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

 
 

 

 
 

  

 
 

  

 
 

  
 

 
 

  

  
 

 

 
  
  



 
 

 
(Mid-Year/Re-sit) Module Board Agenda 

 
Faculty (Health & Social Care Sciences) 

(Programme) held on DATE at TIME in ROOM 
 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4.     Report of Chairs Actions since the last meeting  
 
5. Minutes - to approve the minutes of the meeting held on DATE  
 
6. Matters Arising  
 
7. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
8. Module Board 
 

Consideration of Module Results 
 

Programme Number & Programme Title 
 

Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
9. Comments from GIFHE Representatives 
 
10. Comments from External Examiners 
 
11. Any Other Business 
 
12.    Chair and Externals to sign verified copies of the module and classification/progression grids 
 
13. Date of Next Meeting



 
 
 

Summer Module Board Agenda 
 

Faculty (Health & Social Care Sciences) 
(Programme) held on DATE at TIME in ROOM 

 
1.   Introductions 

To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at the 
end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4.  Report of Chairs Actions since the last meeting  
 
5. Minutes - to approve the minutes of the meeting held on DATE  
 
6. Matters Arising  
 
7. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
8. Module Board 
 

Consideration of Module Results 
 

Programme Number & Programme Title 
 Level * 

Module Number & Module Titles 
 

Level * 
Module Number & Module Titles 

 
Level * 
Module Number & ModuleTitles 
 

9. Comments from GIFHE Representatives including Module Statistics 
 
10. Comments from External Examiners 
 
11. Any Other Business 
 



 
 
 
 
12. Chair and Externals to sign verified copies of the module and classification/progression grids 
 
13. Date of Next Meeting 



 
 
 
 

(Mid-Year/Summer/Re-sit) Programme Board Agenda 
 

Faculty (Health & Social Care Sciences) 
(Programme) held on DATE at TIME in ROOM 

 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4. Report of Chairs Actions since the last meeting 
 
5. Report of Fall Back Awards since the last meeting 
   
6.  Minutes - to approve the minutes of the meeting held on DATE 
 
7. Matters Arising  
 
8. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
9.      Programme Board 
 

Programme Number & Programme Name 
Consideration on Level * Students 
Consideration on Level * Students 
Consideration on Level * Students 

 
10. Comments from GIFHE Representatives 
 
11. Comments from External Examiners 
 
12. Any Other Business 
 
13.  Chair and Externals to sign verified copies of the module and classification/progression grids 
 
14. Date of Next Meeting 
   
  



      

 
 

 
(Mid-Year/Re-sit) Module Board Agenda 

 
Faculty (Health & Social Care Sciences) 

(Programme) held on DATE at TIME in ROOM 
 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4.  Report of Chairs Actions since the last meeting  
 
5. Minutes - to approve the minutes of the meeting held on DATE 
 
6. Matters Arising  
 
7. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
8. Module Board 
 

Consideration of Module Results 
 

Programme Number & Programme Title 
 

Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
 

9. Comments from GIFHE Representatives 
 
10. Comments from University of Hull Representative 
 
11. Comments from External Examiners 
 
12. Any Other Business 
 
13.  Chair and Externals to sign verified copies of the module and classification/progression grids 
 



      

14. Date of Next Meeting  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



      

 
Summer Module Board Agenda 

 
Faculty (Health & Social Care Sciences) 

 
 
 
 

(Programme) held on DATE at TIME in ROOM 
 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4.       Report of Chairs Actions since the last meeting  
 
5. Minutes - to approve the minutes of the meeting held on DATE 
 
6. Matters Arising  
 
7. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
8. Module Board 
 

Consideration of Module Results 
 

Programme Number & Programme Title 
 

Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
 

9. Comments from GIFHE Representatives including Module Statistics 
 
10. Comments from University of Hull Representative 
 
11. Comments from External Examiners 
 
 



      

 
 
 
12. Any Other Business 
 
13.  Chair and Externals to sign verified copies of the module and classification/progression grids 
 
14. Date of Next Meeting  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



      

 
 

(Mid-Year/Summer/Re-sit) Programme Board Agenda 
 

Faculty (Health & Social Care Sciences) 
(Programme) held on DATE at TIME in ROOM 

 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4. Report of Chairs Actions since the last meeting 
 
5. Report of Fall Back Awards since the last meeting 
   
6.  Minutes - to approve the minutes of the meeting held on DATE 
 
7. Matters Arising  
 
8. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
9.      Programme Board 
 

Programme Number & Programme Name 
Consideration on Level * Students 
Consideration on Level * Students 
Consideration on Level * Students 

 
10. Comments from GIFHE Representatives 
 
11. Comments from University of Hull Representative 
 
12. Comments from External Examiners 
 
 
13. Any Other Business 
 
14.  Chair and Externals to sign verified copies of the module and classification/progression grids 



      

 
 
15. Date of Next Meeting



 
 
 
      

 

Summer Module Board Agenda 
 

Faculty of (Health, Wellbeing & Society) 
Programme held on DATE at TIME in ROOM 

 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4.     Report of Chairs Actions since the last meeting  
 
5. Minutes - to approve the minutes of the meeting held on DATE  
 
6. Matters Arising  
 
7. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
8. Module Board 
 

Consideration of Module Results 
 

Programme Code and Title 
Level * 
Module Names 

 
Programme Code and Title 
Level * 
Module Names 

 
 

9. Comments from GIFHE Representatives including Module Statistics 
 
10. Comments from External Verifiers 
 
11. Any Other Business 
 
12.  Chair to sign verified copies of the module grids 
 
13. Date of Next Meeting 



 
 
 
      

 
Re-sit Module Board Agenda 

 
Faculty (Health & Social Care Sciences) 

(Programme) held on DATE at TIME in ROOM 
 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4.     Report of Chairs Actions since the last meeting  
 
5. Minutes - to approve the minutes of the meeting held on DATE  
 
6. Matters Arising  
 
7. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
8. Module Board 
 

Consideration of Module Results 
 

Programme Number & Programme Title 
 

Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
Level * 
Module Number & Module Titles 

 
9. Comments from GIFHE Representatives 
 
10. Comments from External Verifiers 
 
11. Any Other Business 
 
12.  Chair to sign verified copies of the module grids 
 
13. Date of Next Meeting 



 
 
 
      

 
(Summer/Re-sit) Programme Board Agenda 

 
Faculty (Health & Social Care Sciences) 

(Programme) held on DATE at TIME in ROOM 
 
 

1.   Introductions 
To welcome all in attendance, the chair will identify the purpose of the meeting, reminding all that the 
proceedings are confidential and that all documentation should be returned at the end of the meeting. 
Similarly any grids held by the video / telephone conference attendees must be confidentially destroyed at 
the end of the board. No electronic equipment may be used during the meeting and meetings must not be 
recorded. 

 
2.  Apologies for Absence 
 
3. Declarations of Interest 
 
4. Report of Chairs Actions since the last meeting 
 
5. Report of Fall Back Awards since the last meeting 
   
6.  Minutes - to approve the minutes of the meeting held on DATE 
 
7. Matters Arising  
 
8. Report of any Mitigating Circumstances/Dishonest Practices Committee 
 
9.      Programme Board 
 

Programme Number & Programme Name 
Consideration on HN* Students 
Consideration on HN* Students 
Consideration on HN* Students 

 
10. Comments from GIFHE Representatives 
 
11. Comments from External Verifiers 
 
12. Any Other Business 
 
13.  Chair to sign verified copies of the classification/progression grids 
 
14. Date of Next Meeting 



 

 
 

External Examiner Proposal Form (HE06H) 
 
 
Application for approval of an External Examiner for a Taught Programme of Study  
 

This form must be used to propose a new examiner appointment when a programme is approved for 
delivery or when an existing external examiner is due to retire or resigns.  The form should be completed 
electronically and all sections completed.  Please write N/A or None where appropriate. 

This form should be used in conjunction with the Code of Practice Board of Examiners and External 
Examiners available on the TEC Partnership’s HE Quality and Standards web page 

IMPORTANT: An up to date curriculum vitae MUST be supplied with this proposal.  The form MUST be 
signed and dated in Section 2 part 13 before being submitted to the TEC Partnership’s HE Quality Officer. 

 
SECTION 1 
1. Programme title(s)  
 
2. Modules to be examined (please list the titles of all modules and all student numbers) 
Programme Title Module Title No of Students 
   
   
   
 
3. Period of tenure (normally for 4 
years) From:  

 
To: 

 
4. Details of the proposed examiner 
a Title and full name  
b Present position and place of work   
c Address for correspondence  
d Telephone number(s)  
e Email address  
 
5. Current and previous employment over the last 5 years (most recent first) 
Employer Post(s) including Department Dates 
Current: 
 

  

   
   
 
6. Higher Education (most recent first) 
Institution attended Qualifications gained Dates 
   
   
   
 



 

 
 
 
 
7. Professional qualifications 
Professional Body Qualifications/status of membership 

(please include membership or registration number if 
appropriate) 

Dates 

   
   
   
 
8. Teaching experience - most recent first 
Institution Subject area and level Internal 

examiner? 
Y/N 

Dates 

    
    
    
 
9. External Examiner appointments held currently and/or over the last 5 years (excluding research 
degrees) 
Note to proposer:  If this appointment will lead to more than two concurrent substantial examiner 
appointments (or equivalent), please provide confirmation in part 12 that the examiner’s workload 
will not be excessive. 
Institution Programme of Study Number of 

Students 
Dates of 
Appointment 

    
    
 
10. Examiner to be replaced 
a Name  
b Place of work  
c Dates of tenure From:  

 
To: 

d Name of mentor proposed 
(if required) 

 

 
SECTION 2 
11. Research and related scholarly/professional activity/consultancy 
 

 
12. Relevant experience in any other capacity over the last 5 years 
 



 

 
13. Recommendation on behalf of the Faculty 
I confirm that the above person meets the requirements of the TEC Partnership’s Code of Practice on 
Board of Examiners and External Examiners 
(available at http://www.grimsby.ac.uk/documents/quality/Code_of_Practice.pdf) 
 
For example, the nominee must: 
• Have academic and where appropriate other professional expertise, experience and 

qualifications appropriate to the award being examined, with both level and the subject(s) 
of those qualifications generally matching those to be examined  

• Be able to command ‘respect’ which may be demonstrated through academic expertise 
and/or professional achievement 

• Have expertise and experience in assessment at the appropriate level. If the nominee has 
no previous external examining experience, s/he will be expected to have extensive 
internal examining or other relevant experience 

• Be impartial which may be demonstrated through no prior involvement with the TEC 
Partnership during the last five years 

• Not be from the same institution as the outgoing external examiner 
• Satisfy any requirements laid down by relevant professional, statutory or regulatory 

bodies where appropriate  
• Not normally hold more than two external examiners appointments for taught 

programmes at the same time 
 
I wish to nominate the above person as an external examiner in my Faculty 
 

Signed  (Curriculum Manager) Date 

  

 
SECTION 3  
14. Authorisation on behalf of Academic Authority ad Standards Senior Committee 

Name  

Position  

Signed  

Date  

 

 



 
 

 
 

HE06I 

<<Date>>   
 

Name 
Address Line1 
Address Line 2 
Town 
County 
Postcode 
 
Dear <<Name>> 
 
LETTER OF ENGAGEMENT FOR SERVICE AS EXTERNAL EXAMINER 
 
Programme:   
Tenure: 
 
I am pleased to inform you that the TEC Partnership’s Academic Authority and Standards Senior 
Committee have approved the recommendation that you be invited to act as External Examiner for 
the above programme. I am therefore formally offering you an engagement for the period stated 
above. 
 
Please note that this offer of engagement is not a contract of employment and is made on the basis 
that there are no current conflicts of interest that could influence the independence of your 
judgements as an External Examiner.  
 
We would be grateful if you could advise us immediately if:  
 
• you become significantly involved in substantive collaborative research activities with a member 

of staff closely involved in the delivery, management or assessment of the programme(s) or 
modules in question; 

• your employment status changes, for example a change of employer; and/or 
• any changes of circumstances that you feel may potentially put you in a position to influence 

significantly in the future of students on the programme of study. 
 
This engagement requires you to be involved in the assessment procedures for modules as well as for 
decisions regarding progression and final classification. 
 
Your requirements as an External Examiner are laid out in the Code of Practice Board of Examiners 
and External Examiners, attached. More details of the particular requirements will be made available 
from the individual academic department. 
 
  



 
 

 
 

HE06I 

<<Name>> 
Page 2      
 
 
The gross fee for this engagement is £400 per year. Fees are awarded on sign off of results following 
exam boards and submission of your annual report accompanied by an invoice. Due to the importance 
of the annual report to our management of quality and standards, where we do not receive an annual 
report from an External Examiner, this may result in termination of the engagement. 
 
Please print off two copies of this letter of engagement, sign both copies, keep one for your records 
and return a scanned copy of the letter with your signature on to heqa@tecpartnership.ac.uk as soon 
as possible to confirm your acceptance of our offer. 
 
In addition, please also complete the Reply slip requesting bank details, National Insurance number 
and other mandatory information as required by HM Revenue & Customs and return to the email 
address given above. 
 
Please note that in order to conform to United Kingdom Visas and Immigration regulations, the TEC 
Partnership is required to check that all of its External Examiners have a right to work in the UK prior 
to the commencement of any External Examiner activities. Therefore, would you please scan and 
email a copy of the photograph page of your passport in order for our Human Resources Department 
to verify. 
 
I do hope that you will accept the invitation and I look forward to hearing from you. 
 
Yours sincerely, 
 

 
Nathan Michael 
Academic Registrar 
 
 
I am/am not able to accept your offer to serve as an External Examiner at the TEC Partnership 
 

Signed  Date  

 

 
 
 

mailto:heqa@tecpartnership.ac.uk


 
 

 
 

HE06I 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

HE06J 

Conditions relating to the appointment or re-appointment of External Examiners 
• The appointment is for up to 4 years. Appointments normally commence 1st September of the year 

specified in the letter of invitation. 
• The fee specified in the letter of invitation is the total amount payable and cannot be varied in 

individual cases for those who have registered for VAT, etc.  
• Payment of fees is conditional on the receipt of written reports annually and at the end of term of 

office. 
• In accordance with discussions at national level between HEIs and the Inland Revenue, income tax 

will be deducted in line with statutory regulations prior to payment. 
• TEC Partnership will meet reasonable expenses incurred by examiners in carrying out their duties.  

Unless there are special circumstances, travel expenses should be based on the return rail fare. 
 
I   <<Name>>  am / am not willing to act as External Examiner 
 
for the programme <<title>> within the curriculum area of HE Education & Social Science / HE Health 
and Care Industries / HE Business / HE Creative & Digital 
 
 The appointment is for up to FOUR years  A ONE year extension to my current contract 
 
Commencing on 1st September 20xx on the conditions laid down by the TEC Partnership regarding 
payment of fees and expenses. 
 
Home address:  
 
Email address:  
 
THE FOLLOWING INFORMATION IS MANDATORY requested by Her Majesty’s Revenue & Customs: 
 
Gender:   Male      Female      Transgender         Date of Birth: ___ / ___ / _______ 
 
National Insurance Number   ____    ____    ____    ____    __ 
 
All fee and expense payments are made by BACS, to facilitate this please supply: 
 
Bank Name & Branch _________________________________________________________________ 
 
Sort Code ____ / ____ / ____ Account no:   ____________  Roll no:  (if Bldg soc) _______________ 
 
I confirm that I am eligible to work in the UK without restriction 
 
Signed     __________________________________________ Date ___ / ___ / _______ 
 
Please complete and return this slip as soon as possible to the address below, failure to do so will 
delay payment.  
 
Group Academic Registrar 
HE Quality and Standards  
TEC Partnership 
Nuns Corner 
Grimsby, DN34 5BQ 



 HE06K 

Roles and remit for TEC Partnership External Examining Processes 

External Examiner Role and Responsibilities; External Examiners will 

i. Make an effective contribution to safeguarding academic standards through academic and, where 
appropriate, other professional judgements in relation to the relevant subject area and assessment; 

ii. Make an effective contribution to the efficiency and sustainability of the assessment process and to 
provide objective advice on assessment and related procedures; 

iii. Scrutinise assessment, endorse assessment outcomes and where possible confirm the standards 
demonstrated by students in relation to students on other  comparable programmes ; 

iv. Confirm whether sufficient access to the material needed to make the required judgements has been 
made available; 

v. Comment upon the quality of teaching, learning and assessment methods that may be indicated by 
student performance; 

vi. Comment upon the strengths and weaknesses of the students as a cohort; 
vii. attend boards of examiners and provide a detailed written report of the outcomes of external 

examining activity; 
viii. Where in exceptional circumstances attendance at the board of examiners is not practicable submit a 

written report that provides comments and judgements on the assessment process and the standards 
of student attainment; 

ix. Comment upon the extent to which the external examiner's comments in his/her previous report have 
been considered and appropriately acted upon 

Faculty Role and Responsibilities: the Faculty team will ensure External Examiners  

i. Understand how they will be given adequate opportunity to hold meetings with internal markers and 
students. 

ii. Are sent copies of programme and module handbooks (including assessments tasks/ briefs) at the start 
of each academic year 

iii. Are provided with marking schemes/ criteria 
iv. Are sent a copy of any external PSRB accreditation (if applicable) 
v. Are provided with dates for forthcoming examination and assessment deadlines and dates for boards 

of examiners meetings 
vi. Have agreed arrangements for the  receipt and return of student assessment  
vii. Are consulted when proposed changes to assessments are planned 

HE Quality Officer Role and Responsibilities: the HE Quality Officer must 

i. Ensure newly appointed External Examiners receive a formal letter of appointment, confirming the 
terms of the appointment and making it clear to whom in the institution he/she is responsible 

ii. Ensure that, once appointed, external examiners are provided with sufficient information and support 
to enable them to carry out their responsibilities effectively.  This means ensuring that external 
examiners are properly prepared by the TEC Partnership to ensure they understand and can fulfil their 
responsibilities.  

iii. Keep a central register of appointments and periods of tenure in order to ensure that the TEC 
Partnership avoids inadvertent conflicts of interest and ensures the proper rotation of external 
examiners 

iv. Provide support as required and regular updates on assessment policy and procedures, where 
appropriate 



 HE06K 

v. Maintain oversight of the need for an appropriate match between the numbers of external examiners 
and the quantity of assessed material being examined 

vi. Maintain oversight of the need for more than one external examiner where programmes are 
academically diverse 

vii. Inform in writing to the External Examiner the TEC Partnership’s intention to terminate the 
appointment for reasons outlined in 8.6 of the Code of Practice Board of Examiners and External 
Examiners  

 



 
HE06L 

External Examiners Payment and Expenses 
 
The TEC Partnership will reimburse expenditure in accordance with the maximum rates specified below.  The 
TEC Partnership reserves the right to amend or withdraw this policy at any time, at the discretion of the Vice 
Principal.  All expenses claims are subject to the TEC Partnership’s normal audit procedures in accordance with 
its financial regulations. 
 
With the exception of car mileage claims, reimbursement will only be paid on production of receipts for all 
items. All expenses claims require receipts as evidence of expenditure showing expenses incurred.  In most 
cases, credit card slips do not contain this information and are not acceptable, and therefore other receipts 
must be supplied.  All claims must be submitted in the form of an invoice and forwarded to the TEC 
Partnership’s HE Quality Officer for certification and approval. 
 
General Data Protection Regulations 
 
The TEC Partnership requires its external examiners to provide some personal data on their invoice in order 
to process expenses claim.  The data may be shared with the Inland Revenue or the TEC Partnership’s 
auditors for tax and auditing purposes.  The data is retained for six years after the end of the current 
financial year, as required by the Inland Revenue. 
 
1.0 Travel by Road 
1.1 Car mileage will be reimbursed for the first 4000 miles in the tax year at 33 pence/mile for engine sizes 
up to 1000cc, and 40 pence/mile for engine sizes over 1000cc. Mileage claims for journeys beginning and 
ending at home are subject to Inland Revenue limitations.   
 
1.2 The TEC Partnership will not reimburse external examiners for the cost of a hire vehicle. 
 
1.3 Taxis should only be used in appropriate circumstances.   
 
1.4 The TEC Partnership will reimburse a maximum of £20 for travel costs to and from train stations by bus, 
tram or taxi. Receipts should be obtained for all journeys. 
 
1.5 Car parking fees paid during the course of external examiner duties will be reimbursed subject to the 
production of proof of expenditure.  External Examiners should endeavour to use free parking where 
possible. 
 
2.0 Rail Travel 
2.1 External examiners must make their own arrangements for booking rail travel and reimbursement will 
be made subject to production of proof of purchase. 
 
2.2 First class travel costs will not normally be reimbursed by the TEC Partnership unless approved by the 
Vice Principal (and where first class travel is cheaper than standard class fares). 
 
3.0 Air Travel 
3.1 International air travel costs will not normally be reimbursed as approval of External Examiners living 
abroad will not normally be considered by the HE Academic Authority and Standards Senior Committee.  
Any such travel must be approved in advance by the Vice Principal. 
 
3.2 Internal air journeys should only be made where it is apparent that such travel results in either direct or 
indirect cost savings, for example hotel charges or where there is no other practicable method of travel, or 
where other special circumstances apply such as industrial action.  Such travel must be approved in 
advance by the Vice Principal. 
 



 
HE06L 

4.0 Overnight Accommodation 
4.1 External examiners must make their own arrangements for overnight hotel accommodation and 
reimbursement will be made subject to production of proof of purchase.  The cost of all facilities should not 
exceed £100 per night. 
 
4.2 The TEC Partnership is unable to reimburse any telephone, newspaper or gratuity costs incurred during 
overnight stays. 
 
5.0 Meals and subsistence 
5.1 Expenditure on meals (if not provided by the TEC Partnership) will only be reimbursed on production of 
receipts up to the approved cash limits outlined below: 
 
Breakfast - £8 - if away from or leaving home before 7.00am 
Lunch - £10 
Dinner - Table d’hôte or £20 maximum  
 
5.2 The TEC Partnership will not reimburse expenditure on alcohol. 
 
6.0 Postage 
6.1 Where an external examiner has incurred postage charges such as returning scripts, these will be 
reimbursed on production of receipts. 
 
7.0 Requests to exceed maximum rates 
7.1 The TEC Partnership recognises that there may be exceptional circumstances when the maximum rates 
may need to be exceeded.  In order for reimbursement to be considered, external examiners are asked to 
attach a covering letter to the invoice.  This must be agreed and authorised by the Vice Principal. 
 
8.0 Annual Payment 
8.1 The TEC Partnership’s gross fee for this appointment will be £400 per year and will be paid upon receipt 
of the External Examiner’s report and invoice. 

 



 

External Examiners’ Report Form     
Version 1.0 

 
1. PROFESSIONAL DETAILS OF EXAMINER 
 

External Examiner’s name and title  

Home institution  

Calendar year appointment started  

Academic year reporting on  

Grimsby Institute Faculty  

Award / Award elements examined  

Programme leader / module leader (if known)  

 
2. STANDARDS 
Please comment on each of the following issues (in the case of Foundation Degrees, please pay particular 
attention to the distinctive aspects of the FD qualification) 
       
2.1 Appropriate standards for the award 
The appropriateness of the structure and content of the programme to the level of the qualification, the subject 
area, and the objectives of the programme. 
 

 
2.2 Comparability of standards 
From the evidence available to you, are the standards of student performance in programmes or parts of 
programmes examined comparable with the standards of similar programmes or parts of programmes in other 
UK higher education institution with which you are familiar? 
 

     
2.3 Standards demonstrated by the students 
The general quality of the candidates’ work in reflecting the level of the qualification and the objectives of the 
programme. 
 

 
3. ASSESSMENT 
Please comment on each of the following issues (in the case of Foundation Degrees, please pay particular 
attention to the distinctive aspects of the FD qualification) 
 

HE06M 



 

External Examiners’ Report Form     
Version 1.0 

3.1 Quality of teaching, learning and assessment methods 
Allowing for other variables (such as student commitment) does the level of student performance reveal evidence 
of the quality of teaching, learning and assessment? 
Please provide details of any examples of good practice and innovation relating to learning, teaching and 
assessment. 
Are there any opportunities to enhance the quality of the learning opportunities provided to students? 
 

     
3.2 Design and structure of assessments 
The appropriateness of the methods of assessment. 
 

    
3.3 Procedures for assessment and examination 
The rigour and impartiality with which the internal marking, including second marking, was conducted, including 
whether schemes for marking and classification were being consistently applied. The appropriateness of the final 
assessment of the candidates in accordance with the criteria for marking and classification. 
 

      
3.4 Participation in the assessment process 
The opportunities you were given to (a) approve the assessment tasks, whether written examinations, 
coursework assignments or other forms; (b) to see samples of student work in whatever format (including 
performances, oral examinations etc). Did you have sufficient access to material required to make judgements? 
Are you satisfied with the arrangements for the conduct of the boards of examiners (module and/or 
programme)? 
 

 
3.5 Participation in the assessment of professional practice 
(Applies only to programmes involving professional practice elements (e.g. Nursing, Education) 
Were you given adequate opportunity to approve the assessment of practice procedures and documentation? 
Did you have sufficient access to materials required to make judgements? Were you sufficiently involved in the 
assessment of practice? 
 

 
 



 

External Examiners’ Report Form     
Version 1.0 

      
3.6 Administration of the assessment process 
Were the procedures followed and the administrative arrangements effective? Did you receive copies of all 
relevant papers, including the programmes of study, regulations, and marking criteria? 
 

      
3.7 Feedback from students 
Did you have the opportunity to meet with students and contribute to opportunities to enhance the quality of the 
learning opportunities provided to them? If so please provide a brief overview of the comments 
 

 
4. END OF TERM OF OFFICE OVERVIEW      
If this is the end of your term of office as external examiner you are asked to provide an overview of the whole of 
that period, for example indicating whether improvements have been made to the quality of the provision. 
 
 

 
5. PREVIOUS ISSUES 
         
If particular issues were raised in your report last year, do you feel that they have been adequately and 
appropriately addressed? 

YES   NO  
 

 
6. ADDITIONAL COMMENTS 
 
6.1 Strengths and risks associated with ongoing confidence in the standards of the programme 
This section should be used to identify distinctive or innovative programme elements and notable strengths and 
aspects which should be strengthened or risks which should be addressed in order to maintain confidence in the 
standards of the programme. 
 

 
6.2 Borderline candidates 
Please comment on the fairness, clarity and transparency of arrangements for the treatment of borderline 
candidates. 
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6.3 Professional Statutory and Regulatory Bodies (PSRBs) 
This section should be used to address any issues specifically required by any relevant professional body and 
which is not addressed elsewhere in the report. 
 

 
7. FEEDBACK REGARDING THE REPORT FORM 
Please provide any feedback that you wish to give regarding this report form. (The form is reviewed annually and 
any feedback is considered as part of this review). 
 
 

 

Signature  

Date  

 
8. PERSONAL DETAILS – PRIVATE AND CONFIDENTIAL 
The following section must be completed to ensure that the Institute retains current contact information. This 
page will be removed from the report before the report is made available to students. 
 

External Examiner’s position  

External Examiner’s correspondence address  

Email address  

 
 

This form should be submitted electronically to: heqa@tecpartnership.ac.uk 
 

There is no need to submit a hard copy, however if you wish to do so, please forward to: 
HE Quality Office, TEC Partnership, Nuns Corner, Grimsby, DN34 5BQ 

 

mailto:heqa@tecpartnership.ac.uk


 
 
Results Letters, Transcripts and Certificates 

Current Students 

You will be sent an electronic copy of your results at the end of each semester to report completed 
modules and any progression or resit information.  At the end of your programme of study you will 
receive a printed transcript of your results posted to the home address we have listed for you on our 
student records system. 

Certificates will normally be available at graduation and any not collected will be sent out by Royal 
Mail Signed For post. 

 

Past Students 

If you require another copy of either your transcript of results or certificate please follow the 
instruction below. 

To order a replacement certificate for a Grimsby Institute of Further and Higher Education (pre-
2020) / TEC Partnership (post 2020) validated programme or a transcript of results for a programme 
studied at the Grimsby Institute of Further and Higher Education / TEC Partnership, please email 
HEQA@tecpartnership.ac.uk with the following details 

• Name (at time of studying) 
• Date of Birth 
• Contact phone number 
• Student ID (if known) 
• Qualification (ie BA Business Management) 
• Year of Study (ie 2004 – 2007) 

You will also need to attach a copy of your ID as proof of identify such as your driving licence or 
passport.  If you have changed your name since studying with us, we will need proof of this too. 

Unfortunately, we are unable to issue replacement transcripts of results for students who studied on 
programmes awarded by Lancaster University. 

Students who previously studied their higher education course at East Riding College should contact 
ERC to obtain replacement transcripts at info@eastridingcollege.ac.uk.  

We will call you to take your payment card details to process the payment before we can issue a 
replacement certificate or transcript of results.   

Cost of replacements: 
Certificates - £30 each 
Transcripts of results - £10 each 

All transcripts of results and certificates will be sent by Royal Mail Signed For delivery.  If you wish to 
have it sent by Royal Mail Tracked 24 or Special Delivery Guaranteed delivery or by courier this will 
incur an additional charge to be confirmed. 

mailto:HEQA@tecpartnership.ac.uk
mailto:info@eastridingcollege.ac.uk


 
 
To order a replacement certificate from one of our partner universities please follow the relevant 
link below: 

University of Hull https://shop.hull.ac.uk/product-catalogue/student-services 

Leeds Metropolitan University (now Leeds Beckett University)
 http://www.leedsbeckett.ac.uk/studenthub/awards/ 

Teesside University email alumni.office@tees.ac.uk 

University of Huddersfield
 https://www.hud.ac.uk/registry/certificatesanddiplomasupplements/certificates/ 

Sheffield Hallam University https://www.shu.ac.uk/alumni/how-do-i/request/new-certificate 

University of Lincoln
 http://lincoln.ac.uk/home/alumnicommunity/benefitsandservices/orderacertificate/ 

Lancaster University http://www.lancaster.ac.uk/student-based-services/the-base/alumni-
document-ordering/faq/ 

Edexcel https://qualifications.pearson.com/en/support/Services/replacement-certificates.html 



 
 

 
External Examiner Confirmation of Endorsement of Assessment Process 

 
 

Section 1:  for completion by the Secretary of the Assessment Board 
HE School:  

Title of Board:  

Date of Board:  

Chair of Board:  

Secretary of Board:  

Name of External Examiner:  

Name of Programme  
Was the External Examiner 
Present at the Board? 

YES   NO   
If YES, the External Examiner 
to complete and sign Section 
2 below 

If NO, the External Examiner 
to complete and sign Section 
3 below 

Section 2:  for completion by the External Examiner if PRESENT at the Board 
I confirm that I was present at this Assessment Board and I was involved in the decisions 
made and endorse those decisions 

External Examiner Signature Date: 
Section 3:  for completion by the External Examiner if ABSENT from the Board 
I confirm that I was not present at this Assessment Board but I was consulted about the 
decisions made and endorse those decisions 

External Examiner Signature Date: 
 
 

Guidance on completing this form: 
Section 1 Board Secretary to complete Section 1 
Section 2 If the External Examiner is present at the Module/Progression/Award Assessment 

Board, the board secretary must provide all External Examiners with a copy of this 
form for signature in Section 2 immediately after the Assessment Board 

Section 3 If the External Examiner is absent, the External Examiner should be sent the form 
for confirmation and signature in Section 3, and requested to return this to the 
board secretary.  An email confirming their endorsement of the decisions may be 
attached to this form in lieu of signature 

 All completed and signed forms must be retained by the School as part of the 
Assessment Board record 
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