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Introduction 
This handbook has been produced by the University’s Academic Assessment Team. The Academic 
Assessment Team sits within the following structure: 

 

 

 

 

 

 

 

 

 

 

 
The handbook is intended for the use of External Examiners for taught programmes offered by the 
University, both at Manchester Met and via its collaborative partners. This includes External 
Examiners for taught research programmes. 

 

External Examiners should expect to receive communications from: 

• The Academic Assessment Team, usually via External_Examining@mmu.ac.uk     
• Professional services staff within Academic Services, in relation to verification and 

moderation processes, and arranging of Assessment Boards. These communications will 
usually come from assessments@mmu.ac.uk , or a Programme Management Office email 
address specific to the Faculty you are assigned to  

• Academic staff where relevant 

Key Contact Information 
For general queries relating to your appointment or role as External Examiner, please contact the 
Academic Assessment Team. 
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Please notify us of any changes to your contact details or place of work 

 

If your query is programme, unit or subject specific, please contact the academic Programme Leader 
for the programme(s) you cover – if you are not sure who to contact please let us know via 
External_Examining@mmu.ac.uk and we can forward on your query as appropriate. 

Useful Links Summary 
 

External Examining Policy  https://www.mmu.ac.uk/academic/casqe/examiners/docs/external-
examiner-policy.pdf  

Procedures for the Verification, Marking and Moderation of Assessments 
https://www.mmu.ac.uk/academic/casqe/regulations/docs/verification_marking_moderation.pdf  

Procedures for the Conduct of Assessment Boards 

https://www.mmu.ac.uk/academic/casqe/regulations/docs/assessment_board_conduct.pdf  

Undergraduate Assessment Regulations 
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/ug-regs.pdf  

Taught Postgraduate Assessment Regulations 
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/pg-regs.pdf  

Policy for Programme Approval, Review and Amendment 
https://www.mmu.ac.uk/academic/casqe/event/docs/newapprovalpolicy.pdf  

Role of the External Examiner 
 

The University operates a Single-Tier Assessment Board system. Subject External Examiners are 
appointed to individual programmes or courses in order to provide subject-specific comment on 
academic standards and curriculum coherence, and to contribute to verification, moderation and 
programme amendment and review processes throughout the academic cycle as required. Subject 
External Examiners do not attend Assessment Boards.  

A small number of Subject External Examiners are also approved to act as Chief External Examiners 
for a particular Department or School. This means that alongside their Subject role they will be 
required to attend Single-Tier Assessment Boards, and will be paid an additional fee for each Board 
attended.  

Subject External Examiners and Chief External Examiners are required to: 

• undertake moderation of a sample of assessments in accordance with the Policy for 
Verification, Marking and Moderation of Assessment. This may be carried out electronically, 
or Examiners may be required to attend moderation meetings in person at the discretion of 
the Academic Programme Team; 

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

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

• submit an Annual Report, in accordance with the following deadlines: 
- Undergraduate provision –31st July 
- Taught Postgraduate provision - 31st December 
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• raise any issues or concerns regarding academic standards, assessment or student 
performance; 

• comment, where appropriate, on any newly-proposed articulation arrangements; 
• raise, where appropriate, any issues or concerns relating to collaborative arrangements or 

Professional, Regulatory or Statutory Body (PSRB) accreditation and/or requirements. 
 

In addition to the above responsibilities, Chief External Examiners are required to: 

• attend Assessment and Reassessment Boards and, where they are satisfied with academic 
standards and conduct of the Board, formally endorse their recommendations in writing;  

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

Assessment Verification and Moderation 
 

The University’s requirements are set out in more detail in the Procedures for the Verification, 
Marking and Moderation of Assessments:  
https://www.mmu.ac.uk/academic/casqe/regulations/docs/verification_marking_moderation.pdf 

Verification 

Subject External Examiners should expect to be asked to view exam papers and assignment briefs 
and provide comment on these at an early stage in the academic year. All exam papers and 
assignment briefs should go through an internal scrutiny and verification process, but it is not a 
requirement that all assignment briefs are externally verified – External Examiners should look at a 
sample of briefs which is sufficient to confirm currency, appropriateness and standards. 

Moderation 

Subject External Examiners will also be asked to moderate a sample of marks and comments on 
assignment tasks in advance of Assessment Boards. Internal second marking should have taken place 
where an assignment task exceeds 30 credits in value, and it is a requirement that this second 
marking is independent for tasks at levels 6 and 7. Internal moderation should also have taken place 
for all assignment tasks. 

The sample that is externally moderated should cover all grade bands and markers, and the sample 
size may be agreed in discussion between the Programme Leader and External Examiner. External 
Examiners may not recommend changes to individual student marks, but may recommend that 
marks awarded need to be reviewed across the whole cohort (including those not in the sample), if 
they have concerns.  

Step Marking 

The University makes use of step marking for all taught provision, where marking criteria is used 
rather than marking schemes. This means that a restricted number of marks are used within the 
range of 0-100%. Full details of the Step Marking Scheme can be found here: 
https://www.celt.mmu.ac.uk/assessment/lifecycle/5_step_marking.php  

Programme Amendments 
 

The University’s Policy for Programme Approval, Review and Amendment can be found here: 
https://www.mmu.ac.uk/academic/casqe/event/docs/newapprovalpolicy.pdf  



6 
 

External Examiners are required to approve Material Amendments to programmes, and to provide 
comment on Non-Material Amendments, as outlined in Section 7 of the Policy.  

Moodle - The University’s Virtual Learning Environment  
 

Once an External Examiner has returned all required documentation sent to them on appointment, 
they are set up with a staff ID number, which allows access to Moodle. An email will be sent from 
the Academic Assessment Team, confirming the ID number and password to access Moodle via the 
following link: https://moodle.mmu.ac.uk/login/index.php 

Programme Leaders will then ensure that Subject External Examiners are assigned to the relevant 
unit areas – if there are any issues with accessing units on Moodle, please contact the academic 
Programme Leader who will be copied in to the Moodle access email.  

Once granted access, Moodle can be used to view full unit information and also to moderate 
samples of student work. Moderation samples may be sent to you electronically, or you may be 
contacted and asked to access these via Moodle. If you are covering programme(s) delivered by a 
Collaborative Partner, you may need to use the partner’s Virtual Learning Environment rather than 
Moodle – please consult with the academic team for further details. 

Guidance on Moodle is available for External Examiners here: 
https://www.mmu.ac.uk/academic/casqe/examiners/docs/EE_Moodle.pdf  

In accordance with Manchester Met’s IT policies, the password for all user accounts must be 
changed every 6 months, and so you may find your password has expired if you have not logged in 
for some time. This can be re-set if you contact the IT Helpline on 0161 247 4646 or via 
it.helpline@mmu.ac.uk. 

Assessment Regulations and other Policies and Procedures  
 

Assessment Regulations 

The University’s Assessment Regulations can be accessed at the following links: 

• Undergraduate: https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/ug-
regs.pdf 

• Taught Postgraduate: 
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/pg-regs.pdf  

Some programmes with professional requirements or non-standard delivery have approved 
variations or exemptions in place to these Regulations – details of variations can be found in the 
Programme Specification.  

The following programmes have bespoke Assessment Regulations in place and so operate entirely 
outside of the standard University regulations: 

Master of Architecture (MArch) 
Graduate Diploma Law (CPE) 
PGDip Legal Practice (LPC) 
PGDip Legal Practice at the Bar (BPTC) 
LL.M  
 
For copies of bespoke Assessment Regulations or details of variations/exemptions for specific 
programmes, please contact the Academic Assessment Team via External_Examining@mmu.ac.uk  
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Exceptional Factors 

The University’s Procedure for the consideration of Exceptional Factors can be found here: 
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/exceptional-factors.pdf  

Exceptional Factors claims are considered by Professional Services staff, who act as Exceptional 
Factors Reviewers. Reviewers decide whether the circumstances described by a student are valid 
Exceptional Factors according to the definition outlined in the Procedure, and also whether these 
circumstances are likely to have affected performance. Exceptional Factors outcomes are reported 
to the Assessment Board and are accepted by the Board without discussion.  

Academic Misconduct  

The University’s Procedure for Handling Academic Misconduct can be found here: 
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/academic-misconduct.pdf  

Academic Misconduct outcomes are reported to the Assessment Board and are accepted by the 
Board without discussion. In the event that an allegation of Academic Misconduct is unresolved by 
the time of the Board meeting, the Assessment Board will make its decisions in the normal way but 
will withhold the decision from the student until the outcome is known. 

Academic Appeals 

The Procedure for Academic Appeals and Review of Assessment-Related Matters can be found here: 
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/academic-appeals.pdf  

Students may use this Procedure where they consider that a material error or irregularity has 
occurred in the conduct of their assessment which has affected their academic position or 
outcomes. The Procedure can also be used to appeal against an Exceptional Factors outcome or 
Academic Misconduct decision. Upheld appeal outcomes may result in Chair’s Action being required 
to amend decisions taken by Assessment Boards. 

Assessment Boards 
 

The University operates a Single-Tier Assessment Board structure. The Boards consider the full 
profile for each student on the programmes being considered, both element and unit marks. Boards 
provide definitive decisions on matters related to student attainment, progression and awards. The 
University’s Procedures for the Conduct of Assessment Boards can be found here: 
https://www.mmu.ac.uk/academic/casqe/regulations/docs/assessment_board_conduct.pdf  

For Undergraduate provision, a main Board is usually convened at the end of the academic year in 
May/June and then Boards are convened over the summer to consider the results of re-sit/ deferred 
students. Boards for Taught Postgraduate programmes may take place at other times during the 
year.  

Subject External Examiners do not attend Assessment Boards. Chief External Examiners are required 
when asked to attend Assessment Boards for the Department/ School that they are allocated to. 
Also present will be the Chair, and members of academic staff who are acting as Programme Leaders 
for the programmes covered by the Board (or 1 nominee from the Programme Team).  

The Programme Management Office arrange Assessment Boards, communicate the dates of these to 
External Examiners, and assist External Examiners in arranging accommodation to attend Boards 
where required.   

 
The role of the Chief External Examiner at the Board will be to:  
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• Confirm that student assessment has been conducted in line with the Assessment 

Regulations and the relevant published assessment criteria.  
• Comment on academic quality and standards across the set of programmes/ courses being 

considered.  
• Formally endorse the recommendations of the Board where they are satisfied regarding 

academic standards and Board conduct.  
 

Assessment Boards for Collaborative Partner Programmes  

Boards may be held at the University or at the Partner Institution if specified in the collaborative 
agreement. External Examiners will be fully reimbursed for expenses incurred in attending Boards at 
partner institutions.  

Annual External Examiner Reporting Process 
 

Report Submission 

All External Examiners (both Subject and Chief) are required to complete an annual External 
Examiner report, commenting on various areas as requested by the University. The report template 
is reviewed and amended each year and the template for the current year will be sent to you near 
the end of the academic year, in advance of the main Assessment Boards. Please use the template 
sent to you each year, rather than updating the template that you have used in previous years.  

The University requires a single annual report to be submitted by each External Examiner, 
irrespective of the number of individual Programmes an Examiner covers. 

The report template includes specific sections relating to PSRBs, Collaborative Partners and 
Apprenticeships that must only be completed if this is relevant to the programmes you cover.  

The deadlines for submission of reports are as follows: 

• For Undergraduate provision – by the 31st of July 
• For Postgraduate provision – by the 31st of December 

A completed report must be submitted to ExExreports@mmu.ac.uk before you can claim for your 
annual fee.  

If you have any queries about the completion of your report, please direct these to 
External_Examining@mmu.ac.uk  

Response from the University 

The Academic Assessment Team distribute each report to relevant academic and professional 
services staff within the University (or at Collaborative Partner Institutions), escalating serious issues 
as appropriate. The Programme Leader is then required to write a response to the External Examiner 
in the final section of the report, to be returned to them by the Academic Assessment Team. 
Responses should be returned to External Examiners according to the following deadlines: 

• For Undergraduate provision – by the 31st of September 
• For Postgraduate provision – by the 31st of January 

Consideration of External Examiner Reports 

External Examiner reports are considered at Programme Committees for discussion by academics 
and student representatives. Analysis is also undertaken of reports in order to inform the 
University’s Education Annual Review process.  
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Serious Concerns 

The annual report template allows External Examiners to flag any concerns that they deem to be 
serious and/or urgent. A serious issue should only be flagged as requiring urgent attention where it 
needs to be addressed before the start of the next academic year.  

Where an External retains serious concern regarding academic standards, they should contact 
External_Examining@mmu.ac.uk, marking this for the attention of the Head of Academic Standards. 
Should the concern remain unresolved, Examiners may – as a final recourse – provide a written 
statement to the Vice-Chancellor outlining their concerns. If all of these procedures have been 
followed and the concern has not been resolved, these should be addressed through the QAA’s 
Concerns Scheme, or to the accrediting PSRB where appropriate.  

Contractual Information 
 

The details of an External Examiner’s contract of employment, including details of the annual fee, 
will be communicated to them on appointment. If there are any changes to the details of the 
contract, including the programmes covered by the External, they shall be informed. 

External Examiner appointments may be terminated by the University if, without reasonable cause, 
an Examiner fails to contribute to the work of the Assessment Board, fails to submit a Report within 
the stipulated timeframe, fails to engage with University processes or requirements, breaks 
confidentiality with regard to personal or privileged information, or otherwise acts counter to the 
University’s regulations, policies or interests.  

Fees and Expenses 
 

External Examiners should submit claims for fees and/or expenses to 
External_Examining@mmu.ac.uk along with scanned copies of any expense receipts or travel tickets. 
Expenses can be claimed as soon as they have been incurred, but the University cannot make 
payment of the annual fee until the annual report has been submitted.  

Annual fee payment will not be made automatically on receipt of the annual report and 
submission of a signed claim form is required. If you require a copy of the claim form, please contact 
External_Examining@mmu.ac.uk.   

 

 

 

 

 


